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DEPARTMENT OF GENERAL SERVICES SCHEDULE
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RECORDS RETENTION AND DISPOSAL SCHEDULE )
University of Maryland at Baltimore Financial Affairs
AGENCY DI vIiSION
It
N.: Description ~Retention

1. | GENERAL ACCOUNTING RECORDS

Size: Varied
File Arrangement: Chronological/Alphabetical
Audit: . State, Federal and Independent:

both Internal and Extermal

This record series includes all standard State and
University of Maryland System accounting forms and
general accounting records which provide supporting
data for permanent general ledgers and other books of
final entry.

Amendments to the forms identified below will not
normally require any change in the retention schedule.
If the description, retention life, or new record
series is changed or added the retention schedule will
. be amended to reflect such changes. '

All or some of the following records are found in State
agencies or the University of Maryland System:

General Accounting

Daily Parking Operation Tickets and Summaries 3 Years
Campus Account Records 3 Years
Revolving Fund and Auxiliary Enterprise Account Folders 3 Years
Folders for State Funds Cash Receipts and Requisitions 3 Years
Central Billing Statements, Batches, and Paid Invoices 3 Years
Journal Voucher and Interdepartmental Transfer

Batches _ _ 3 Years

Schodule Appreved by Department, s_g._._ﬁl,_hmed!o‘ L]
Agency, ot Division Represontetive .

Fig, 8
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’ {CONTINUATION SHEET) Mo. 1197
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ltem
Description Retention
Student Accounting
Accounts Receivable:
Reports:
Hospitalization 3 Years
Fees and Indicators 3 Years
Tuition Charge Programs 3 Years
Billing Detail 3 Years
Sync Run 3 Years
Outside Billing 3 Years
Journal Voucher Detail 3 Years
Monthly Reconciliations 3 Years
Aging's - Student Accounts Receivable 5 Years
Student Accounts Receivable Bills 3 Years
i Certificate of Deposits Detail 5 Years
Remission of Fees 5 Years
Guarantee Student Loan Advance Slips 5 Years
Copi-Card Inventory 5 Years
Hospitalization - Waivers and Applications 5 Years
Outside Billing Detail ' 3 Years
Outside Billing Invoices 3 Years
Correspondence Files - By Semester 5 Years
Financial Aid Distribution and Collection:
Financial Aid Check Transmittals 5 Years
. Financial Aid Reports 5 Years
Financial Aid/Schools Correspondence 5 Years
Loan Collections - Correspondence - Health
Professions loans 5 Years
Loan Collections - Correspondence - Ferkinf
Loans 5 Years
Loan Collections - Correspondence - Privatf
Loans 5 Years
Fund Listings - Journal Entries Financial jid 3 Years
Financial Aid Correspondence 5 Years
Financial Aid Workpapers 5 Years
Restricted Funds
Grant Folders 3 Years
Batch Folders ' 3 Years
Restricted Funds Correspondence 3 Years
Payroll
Payroll Transfers 5 Years
Payroll Entries/One Pay Cards 5 Years
Special and Technical Fees 5 Years
Payroll Correspondence 3 Years
Statement of Payroll Charges 5 Years
. Payroll Cards 3 Years
Payroll System Reports 3 Years




RECORDS RETENTION AND DISPOSAL SCHEDULE

+=25U~1A SCHEDULL
’ (CONTINUATION SHEET) wo. 1157
PAGE
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item
Description Retention
Travel
Expense Statements and Supporting Documentation 5 Years
Journal Vouchers for Airline and Rail Tickets 5 Years
Billing Documentation 5 Years
i Travel Correspondence 3 Years
j Working Fund
Bank Statements and Reconciliations 5 Years
Cancelled Checks 5 Years
j Check Stubs 5 Years
i Transmittal Lists 5 Years
Certificate of Deposit and Bank Deposit Slips 5 Years
i iWorking Fund Correspondence 3 Years
: Disbursements/Payroll
General Correspondence ) 3 Years
Accounts Payable
Batch Lists ’ o _— 3 Years
STARS A30485 Vendor Payment Detail Report by
‘ Submitting Agency 3 Years
STARS A30499 Agency Vendor: Payment Report 3 Years
STARS A30401 Detail of Transactions Posted 3 Years
STARS Vendor Payments - Warrants and Reference 3 Years
Daily Diagnostics ADC1O . Expenqe *‘ 3 Years
Journal Vouchers . .. ... : 3 Years
Delayed Payments 3 Years
Completed Purchase Order: 2 Years
Confirming Requisitions 3 Years
Numerical Purchzce Order Files 2 Years
Encumbrance Logs AD(CLO 3 Years
Encumbrance Print Out ADOLOQO 3 Years
: Financial Systems
| Financial Accounting Svstem - Daily Diagnostic
Reports - ADO1O through ADQ97 3 Years
' Comptroller
3 Years

NOTE:

requirements

General Correspondence

Retain for 3-

5 years and until all audit
have been fulfilled, then destroy.
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DEPARTMENT OF GENERAL SERVICES
Records Management Division /)77
L - -~ --AGENCY RECORDS INVENTORY | P
® , . | e
1. Department : 2. Division

Financial Affairs
3. Unit
General Accounting

Unlvers:Lty of Maryland at Baltimore

L. Record Series and Title: (Def. A grc
. group of records filed as & unit, used as

" may be transferred or disposed of as & wnit,) ! ¢ undt, and which
General Accounting Records: -

Dallmxm_&_o_g_gatlon Tickets and Summaries

Deccription: (Give a drief desc tion ot e 1c11 folder; includ
form name(s) and number(s). TP e o inde content, purpose, and

Ticket Stubs from the Daily Parking Lot Sales and Summaries of the daily deposits.
Each box is marked with From and To dates. '

S

Te Audit Requirements
State 537
Pederal [~/ Internal Y

S. Present Volume on Hgaéxd (No., of file drawers)
6. Betimated Accmﬂltéign (Tearly)

rnal
8. Estimated Activity per File Drewer: (Activity Ouide- HIGH (used dally); MEDIUM (once/twice
monthly); 10W (less than once monthly).

Current Year H H@
After 1. Yr, B X (DD After what year does sctivity becoms IOW ot

S« Could Record Series be stored in the
S ord Ser State 10, Recommended Retention:
™7 ™ LT > years

. When; ASAP

Ll. Inventory prepared Yy _ liavpe F, g;g 3 Dates __5/30/89
Telepione Numbers _(301) 328-7205 ‘
DGS-550~-4 1/81

Fiag. 7




DEPARTMERT OF GENERAL SERVICES
Records Nanagement Division

o -~ = - -~ - AGHICY RECORDS INVENTO T
¢ | _ N e

1. Department . 2+ Division .
University of Maryland at Baltimore Financial Affairs
3. t .

General Accounting

Le Record Series and Title: (Def. 4 g ‘
. growp of records filed as & unit, used ac & unit
" may be transferred or disposed of as & unit,) * » and which
General Accounting Records:

Campys Account Records

Deccription: (Give a brief description ‘of & typical folder; includ tent, purpo
form name(s) and number(s), TP WP ' o oontent s and

Monthly record of the transactions effecting the S“ate Auxiliary Enterprise, and Revolv1ng

Fund Accounts(Hard Copy).
Microfiche of these records are kept in geperal accounting-

1
Present Volume on Hand (No., of file drawers) |7. Audit Requirements
. 30 : . Btate XTI
' . Bstimated Accumulation (Yeariy) Pederal [/ Internal X
. 10 Independent

rnal
8. Estimated Activity per File Drewer: (Activi Ouide- HIGH (used daily); MEDIWM (once/twice
‘Your B X monthly); 10W (less than once monthly).

After 1, Yr, H M Lmrmatmmuuviw becoms IOW _ 1st

9« Could Record Series be stored in the &
Sould pocord Ber tate 10, Recommended Retention:

_ s /[X7 w [T
‘l. Whens _ASAP . 3 Years

Lle Inventory prepared by . Allen Dates _5/30/89
Print Name :

Telephone Number: (301)328-7295

DGS-550-4 1/81
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- - - - - AGENCY RECORDS IMVENTOKY - T T 'Page No,
. ' : s Soof L0
1. Department 4 2. Division .
University of Maryland at Baltimore Financial Affairs
3. Unit
General Accounting

L. Record Series and Title: (Def. A growp of records filed as & unit, used as a unit, and which

" may be transferred or disposed o .
General Accounting Records: epo £ as & unit.)

Revolving Fund and Aux111ary Enterprise Account Folders

Peccription: (Give a brief description of s twpical folder; include content, purpo
form name(s) and number(s), ’ ’ o and

Folders containing copies of requistions, cash receipts, and correspondence for the Revolving
Fund and Auxiliary Enterprise Accounts. :
Each file has a label indicating the account number.

rl

Present Volume on %lgnd (No. of file drawers)
6. Bstimated Accm?i'ﬁltgon (Yearly) -

7. Audit Requirements
Btate CXI

Pedera)l [~} Internal X7
Independent _.L‘“

8, Estimated Activity per File Drewer: (Activity Ouide- HIGH (used dally); MEDIUM (once/tarice
¢ Year 8§ ¥ g sonthly)s 10W (less than onoce monthly).

After 1. Yr, B M After what year does activity become 1OW

9. Could Record Series be stored in the State 10, Recommended Retention:
Records Center, - ‘
ST W™ LT 3 Years
‘ When: _ acap
Lle Inventory prepared by Wayne F. Allen Dates 5/30/89
j .

Telephone Numbers (301) 328-7295

" DGS-550-4 1/81




DEPARTMENT OF QGENERAL SERVICES
Records Management Division

- . . AGHNCY BECORDS DWENTORY = " Page No,
. . : hoor 10

"1, Department E 2, Division .
' Financial Affairs

3. Undt o ooral Accounting

University of Maryland at Baltimore

L. Record Series and Title: (Def. 4 nbup of records filed as & unit, used as & unit, and which
" may be transferred or disposed of e unit,)

General Accounting Records:

Folders for State Funds Cash Receipts and‘Reqylsltlons

Deccription: (Give a brief description ot s typical folder; include content, purpose, and
form pame(s) and number(s).

Copies of Cash Receipts andrequisitions which effect the State Appropriated Accounts.
Ranges of accounts may be contained in a.singlé folder. Separate folders for Cash
Receipts and a separate set of folders for requisitions.

T+ Auvdit Requirements

Present Volume onilgand (No., of file drawers)

L Btate X7
6. Bstimated Accumulation (Yearly) Pederal [~/ ntermal X
6 Independent

tima rnal
. Estimated Activity per File Drewer: (Activity Ouide- HIGH (used aﬁ;y',—m(m—.yw,,
Current Year H X @ | monthly); 10W (1ess than once monthly).

After 1, Yry, H N After what year does activity becoms 1OW

9« Could Record Series be stored in the State 10, Recommended Retention:
Records Center,
IS LY W l:?

3 Years
‘ When: __ ASAP
ll. Inventory prepared by Allen Dates _5/30/89
Print Name) .
‘Telephons Numbers _ (301) 328-7295
o . DGS-550-4 1/81




R e T g TR AT g R e e N e e ANy 4 o PR RE O e Ly T T = Z = oY Jn-‘:'a.«j‘
e A g = s T R . N S ST AT
) : ) S E TR TN e S - L& .
. et e R e TERTE TTAS A A e A x N ) o 2 o N g S A -
o m sl s we o Ged o B R R IRAL BT &S ey T SR R N7 R i SR R
- ~ ~ . LR o b sy T T s RIS R R /]77

A ; P ) s

TEPARDENT OF GENERAL EERVICES
Becords Nanagement Mivision

AGENCY RECORDS DIVEXTORY

Page N
‘ 5-0!&
1, Department 2, Divigion
, Financial Affairs
University of Maryland at Baltimore 3. Ut  General Accounting

be Record Series and Title: (Def. 4 growp of records filed as & unit, used as a unit, and which

General Accoug%{hgeRecorégg 1) or @isposed of as & wnit.)

antral Billing Statements,)Batches, and Paid Invoices

Description: (Qive & brief desc tion'of s $cal folder; includ
form name(s) and number{s). TP wr ' ® content, purpose, and

Statements .include: Aging Schedules, Bad Debt Schedules, Dunning letters, Penalities

and teh Archive Program. (Each Schedul

e is labeled with the month it relates to).

Batches include: Invoice, Payment, Abatemen

t, Return'Mail,-Sent to State, and Cancellations.

Attached to the source documents are the computer edits generated by Central Billing.
The paid invoices (completed invoices) are our file copy of the invoice numerical sequence
file for storage.

_ NO 2L DAP REDATALE LOYARIGTY . 10] 1 _Bacorg -.Ao>.-
S. Present Volume on Hand (No., of file drawers) |7, Avdit Requiremen
¢ 12 Btate X7
. Betimated Accumuiction (Yearly) Fedsral 7 Internal X
4 Indepandent

' rnal
Estimated Activity per Pile Drewer; (Activity Ouide- HICH (used @aily); MEDIK ?om/uico

Carrent Year B X monthly); 10¥ (lese than once morthly). )

hAfter 1. Iry, B M &fter what yeor doec activity becoms IOW _lst.
S« Could Record Series bs gtored 4n the §
Racords Centes. tate 10, Recommended Retention:
=LY w7
. 3 years
When: ASAP
L. Inventory prepared Yy 1
en Dete: _5/30/80
Print Bame)
Teier 'woe Humber: (301) "328-7295
DGS-550-4 1/81




wmormnmas
Secords Nanagemert Division -

| AGDNCT RECOKDS TVEXTORY Page ¥o
. - - 0f l)_
1. Department - 2., Divigion
' _ Financial Affairs
. 3. Umit i
University of Maryland at Baltimore . General Accounting

ke Record Series and Title: (Def. A growp of records fileé as & unit, used ac & unit, and which

may be transferred or disposed of as & wnit.)
General Accounting Records:

Journal Voucher and Interdepartmental Transfer Batches

Dercription: (Qive & brief description of & typical folder; include content, purpose, and
form pame(s) and mumber(s),

Folders labled with JV or DT Batch numbers. These files contain the source documents
authorizing the transactions and the batch edits generated by FAS.

Fresent Volume o Hand (No. of file drawers) |7, Audit naquimanu

18 Btate X7
6, Betimsted Accumulation (Teariy) Pedersl [/ Intermal X
6 Independent -

- ™kl
B, Estimeted Activity per Pile Drewer: (hctivi Gdd&a EI0H (used daily); MEDIUN (once/tarice
mopthly); I0W (less than ence nnﬂu,y)
Currunt Yezr E M

After 1, Yr, B M £fter whst year does sctivity become RO¥W _1st

9« Could Record Seriss be stored in the State 10, Recommanded Retention:
Records Center.

LT » LT

3 Years

.M: ASAP

1. Inventory prepared by _Allen Dste: _5/30/89
Print Kams)

Telerone Fumbers _ (301) 328-7295

DGS-550-4 1/81




T T T e R T e e S e e S —
T LT el s MU R e P R e Y N B

A N . R o sE St w2 e T TS O S B ‘;.,w---"
e e R B S R MR R AT L
v R

’ ACGENCY EECORDS INVEXTORY 7“' 'oi-

1. Departnment . ¢, Divigion
Financial Affairs

University of Maryland at Baltimore 3. Umdt  General Accqunting

b. Record Series and Title: (Def. & gx
: . growp of records filed as & unit, used ,
may be transferred or disposed of as a wnit,) ’ s & wmit, and which

General Accounting Records:
General Accounting Correspondence

Dercription: (Qive & brief dcecription~ot a typical folder; include content, purpo
form name(s) and pumber(s). hdi 5 e "oy a0

Folders containing copies of Letters and Memos from General Accounting on various subject
matters. Folders lab_‘e&ed with From and To dates.
Folders containing completed Check deposit summaries. Folders labeled with From and To

dates.

LY

o

arias)

Fresent Volume onlhnd : (. o » A uimen
. 6 Btate X7
.+ Bstimsted Accumuietion (learly) Pederal [/ Internel X
A Independent

_ el
B. Estimsted Activity per File Drewsr: (Activity Ouide- EIQH (used dxily); MEDIUN (once/tawice

Carrent Yoar E ¥ monthly); 10W (less than onoe monthly). )

After 1, ¥ry E ¥ After what yeer Goos activity beocome OW _1st.
S. Could Record Series be stored in ths
o anoora o Stote 10, Recommended Retention:
s S w7 3 Years
. When: ASAP
Lle Inventory prepered by v : en Detes _5/30/89
Print Bame)

Telepone ¥umber: _ (301) 328-7295

DGS-550-4 1/81




Cona e & Fe R i i E O Sl

DEPARTXENT OF GEMERAL SERVICES
Becords Management Division

. AGENCY EECORDE IFVEXTORY ng lo./..o

1. Department : 2. Diviglon
' Financial Affairs
3.

University of Maryland at Baltimore Student Accounting

Le Record Series and Title: (Def. 4 growp of records filed as & unit, used as & unit, and whict
msy be transferred or @isposed of &s & wnit,)
General Accounting Records:

Accoynts Receivable - Report — Hospitalization

Des:ription: (Oive a brief description of a typicel folder; include content, purpose, and
form pame(s) and number(s).

Computer generated rep?)'gts

1). Detail of students (alphabetically) who have student health insurance for fall and
spring semesters.

2). Detail of students (by school) who have student health insurance for fall and
spring semesters.

Present olune on (.

DYAD LG Y

of e

edasr D dee¥ T

| 7o Auvdit Requiremen

dravers) |

1 Btete X7
6. Retimsted Accumluluon early) Federel X7 Internal LX
Independent

] ™l
B, Estimeted Activity per Pile Drawer: (Activity Ouide- EIGE (used dzily); MEDIIM (once/tarice

" .
Current Year H (¥) é monthly); 1OW (less than onos monthly). )
e 1. I B E After what year doss activity become 1OV _1st.

9. Could Record Series be stored in the State 10, Recommended Retention:
Recorde Center,
=LY R LT S Years
Q@ v ASAP_
Llc Inventory prepared YWy e F, Allen Dater _5/30/89
Print Eame)

Tcle;woe Eumber:  (301) 328-7295

DGS-550-4 1/81
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PEPARDENT OF GDTERAL EERVICES
Bsoords Nansgemont Division .
. AGENCY RECORDS INVENIORY ) Page Mo
‘ QLor L0
1. Department - 2, Division
A Financial Affairs
s . . 3. Unit ,
University of Maryland at Baltimore . Student Accounting

L. Record Series and Title: (Def. 4 grouwp of records filed ss & unit, used as & unit, and which
 mey be transferred or disposed of as & wnit,)
General Accounting Records:

Accounts Receivable - Report- Fees and Indicators

Dercription: (Oive & brief Gescription of & typical folder; include content, purpose, and
form pame(s) and pumber(s),

Computer Generated Reports
1). Fees - Listing by semester, by ID or Tuition and Fees

2). Indicators - Listing by semester, by ID of due rates,
etc.

Present olune on (.

vd.-dsdTePm

of e d.nn)

} 7. 4udi ui remen
1{2 ‘ State X7
6., Betimsted Accumulation (Jearly) Pedersl [ X/ Internal X
1/2 Independent .

7 rnal
B, Estimated Activity per Pile Drewer: (Activity OuSde- EXCH (used QTily_STm__I% {once/tarice
monthly); 1OW (less than once monthliy). )

Current Year R @ -

After 1. Yr, B Afier what yoar does activity beooms OV _l1st.
S. Could Record Series be gtored in the State 10. Recomnended Reteation:

Recorde Center.

=LY w T > vears
‘ ¥hen: ASAP
Ll. Inventory prepared Yy Allen Dete: _5/30/89
Print Esns)

Tele;hone Eumber: _ (301) 328-7295

DGS-550-4 1/81




1. Depertment . Division
' . Financial Affairs
. . . 3. Onit )
University of Maryland at Baltimore . Student Accounting

L. Record Series and Title: (Def. 4 growp of records f£iled as s unit, used as & unit, and which
mey be transferred or &isposed of as & wnit,)
General Accounting Records:

Accounts Receivable - Report — Tuition Charge Programs

Dercription: (QGive & brief description ot a typical folder; include content, purpose, and
form name(s) and oumber{e).

Computer Generated Reports
1). Listing by semester, by ID of number of students for each ID

2). Alphabetical liéting by semester, by ID of student's registered.

7.Auait Bequimenu
Btate X7
Pederal [— Internsl LN

Puaent Voltme onBand (No. ot m« dnverc)
/2

6. Bstimsted Accumulstion (Yearly)

1/9

el LX¥
8. Estimsted Activity per Pile Drewer: (Activi m.- KIGH (used deily); MEDIWX (ence/tarice

Current Yoar E (i) 3 monthly)s 1OW (less than onoe monthly).
After 1. ¥r, B !b‘ ifter whet yeer does activity becoms IOW _1st.

S« Could Record Series be stored in the State 10. Escommended Retention:
Records Center,

LY ®» 7
. 3 Years
When: ASAP ",

Ll Inventory prepered By _yavne F. Allen Detes _5/30/89
Print Name) :

Telerhone Fumbers _ (301) 328-7295

DGS-550-4 1/81
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TEPLRDMENT OF (EXERAL KERVICES
Becords Nonsgement PDivision
"" AGENCY REOORDS INVENTOY Page qu
A Ll of L9
1. Department : 2. Pivision

_ Financial Affairs
3. Onit

University of Maryland at Baltimore Student Accounting

Fresiie: e L_ampanns tamaes et tor o laeat Sctan
6 L Btate 7
. Betimeted Accumulation (Yearly) Pederal I Inte =
1/2 Ind roal

L. Record Serier and Title: (Def. 4 g
s . growp of records filed as & unit
* may be transferred or disposed of as & unit,) » 8554 88 & Wll, end Whiel
General Accounting Records:

Accoypnts Receivable - Report - Billing Detail

Description: (Oive s brief desc tion-ot 'Y $eal de
form name(s) and mumber(s). i r folder; include content, purpose, and

Computer Generated Reports

1). Listing by semester, by ID, Alphabetically of bills generated with bill number

L3

IRe

— roal
B, Estimated Activity per Pile Drewer: (Activity Ousde- HIGH (used Gsily); XEDIUK (once/taice
¢ Year B ®) monthly); 10W (less than oncs monthly), )

After 1. ¥r, E K (& After uhst year éoes activity beocoms IOV _lst.
$. Could Record Series be stored in
sy the State 10. Recoxmended Retention:
™ LY B LT 3 Years
¥hen: ___ ASAP |
il. Inventory prepared Y . Allen Dete: _5/30/89
Print Reme) :

‘Pelephons Bumber: _ (301) 328-7295

DGS-550-4 i/81




"1, Dspartment

University of Maryland at Baltimore

Financial Affairs

3. Unit Student Accounting

L.

Accounts Recejvable - Report - Sync/ Run

Record Series and Title: (Def.

mzy be transferred or disposed R
General Accounting Records: epo of ac & wnit,)

4 pbup of records filed as & unit, used as & unit, and which

Dercription: (QOive a brief description of s $cal folder; includ purpo
form name(s) and oumber(s). wr ™ ® content, o and

Computer Generated Report

Listing by semester, by ID of errors existing between . SAR& .Solars

[

1/2

Pnsent Volune onlhnd (No.of nh dnvers)

Betimsted Accumulation (Yearly)

1/2

Te Audit Requimente

Btate &7

Pedersl [X7 Internal LN

Current Year E %(5
After 1, Yr, After what year éoec activity becoms 1O¥W _1st.
Se Coulc Record Series de stored in the State

Estimated Activity per File Drewar: (Activi

raal g
Ouide- KIGH (used daily); HMEDIMM once/tarice
monthly); LOW (loss than obce monthly). )

Records Center,

10. Recormended Retention:

I=E/LY w37 3 Years
When: __ ASAP
Ll. Inventory prepared Yy
Allen Dute: _o/30/89
Print Keme)
Telo; 0one Kumber: (301) 328-7295
DGS-550-4 1/81
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DEPARIMENT OF GEXERAL BERVICES
Moo rés Nanagemant Division
‘l. AGBNCY REOORDES TIVENTOKY Page Mo
dior Lo
1., Department - 2. Divisior
_ Financial Affairs
i . . 3. Unit ,
University of Maryland at Baltimore . Student Accounting

L. Record Series and Yitle: (Def. 4 growp of records £iled as & unit, used as a unit, and which

may be trensferred or disposed of s & unit.)

Ceneral Accounting Records:
Accaunts Beceivable - Report — Outside Billing

Dercription: (Give & brief description of & typicsl folder; include ocontent; purpose, and

form name(es) and number(s).
Computer Generated Reports

Listing by school, by outside agency of outside billings

*

Fresent Volume n (.
1/2

6, Rstimated Accumulation (Tearly)
1/2

drawers) |7, At t.a

B, Estimated Activity per File Drewsr; (Lctivity Ouide- HIGH (used aily); MEDIIM [once/trice

Current Year @H

monthly); 10V (less than once monthly). )

hfter 1, Yr, B E After what year does ectivity become 1OW _1st.

S« Could Record Series be stored in the Stste 10, Recommended Ratention:

Records Center.
w/LyY W7 3 Years

. Yhens ASAP

Ll. Inventory prepared Yy |

) 11
Print Eeme)
Telephwons Fumber: _ (301) 328-7295

Date: 5/30/89.

DGS-550-4 1/81
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AGENCY XBOORDS INVENTORY Bage Yo
. — 0L 2o
1, Department - ¢, Division

Financial Affairs

. . t i
University of Maryland at Baltimore 3. Ut Student Accounting

L. Record Series and Title: (Def. & growp of records filed as & unit, used s a unit, and which

~ may be transferred or disposed of as & wnit,)
General Accounting Records:

Accounts Receivable - Report- Journal Voucher Detail

Dercriptions (Oive & brief description of e typical folder; include content, purpose, and
form name(z) and pumber(s),

Computer Generated Reports

Listing by school, by transaction code, by SS# of all entries in SAR for a specified
monthly period (used to update general ledger)

) .c_'-

Present Volume on Hand (No, of f£ile drawers) |7, Auvdit Requiremente
2 Btate X7
&, Betimeted Accumulation (YTesrly) Pedersl /X7 Internal X
2 Indopendent

LW
8, Estimsted Activity per File Drewer: (Activity Ouide- EIGH (used dasly); MEDIWM (once/twice
monthly); 10W (less than obcs monthly). )

AKfter 1, Ir, E K ifter what year does sctivity become IOV _lst.

Current Yeer B(E%Efi»

S« Could Record Series be stored in the State 10. Reccamended Retention:
Records Center.

s /LN w7
‘l' 3 Years
When: ASAP , "

Ll. Inventory prepared by Allen Dete: _5/30/89
Print Beme) ,

‘Peleyone Numbers _ (301) 328-7295

DGS-550-4 1/831




1. Department k 2. Division
' Financial Affairs
] : R 30 Tnit
University of Maryland at Baltimore Student Accounting

L. Record Series and Title: (Def. 4 growp of records filed as s unit, used as a unit, and which

~ may be trensferred or disposed of as & wnit.)
General Accounting Records:

Accounts Receivable - Report— Monthly Reconciliations

Dercription: (Give a brief description of & typical folder; include content, purpose, and
form name(s) and nunber(e).

Computer Generated Reports B
Listing by school, by transaction code,,/- by SS# of all entries in SAR on a monthly basis

7. Andit bquimnu
Btate 7

Preset, olune on (. e ve)
2

6, Betimated Accumulation (Yearily) Pedersl X7 Internal X
2 Independent
B, Bstimeted ictivity per Pile Drewsr:; (Activity Oudde- KIGE (used daily); MEDIIM (once/twrice
monthly); 10W (less than oboe monthiy).
Carrunt Year §H @ &
After 1. Y=, After vhat year does sctivity becoms IOW _lst.
S. Could Record Seriec be stored in the State 10, Recommsnded Reteation:
REecorde Center,
=LY w7 3 Years
When: ASAP
Ll. Inventory prepared by - Allen Date: _5/30/8C
Print Eame)

Telerhons Numbers _ (301) 328-7295

DGS-550-4 1/81
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. AGENCY RECORDS IDNVENIOKY {%‘c No.
1., Departnment _ ¢. Division ‘
Financial Affairs
. . . = 3. Unit
University of Maryland at Baltimore . Student Accounting

L. Record Series and Title: (Def. 4 pbup of yeoords f£iled as & unit, used as a unit, and which
" may be transferred or disposed of as & mnit.)
General Accounting Records:

Accqunts Receivable - Report - Aging's Student Accounts Receivable

Dercription: (Qive a brief description of s typical folder; include content, purpose, and
fore pame(s) and puxber(s),

Computer Generated RAports
Listing by school, by ID, alphbetically of open balances

——{Note: Use g ssparate Sovantqry sheet for sach Bacord Sevies)

5. Present Volume on Hand (No, of file drawere) |7. Audit Requirements
2 Btate X7

6, Betimstec Accusalation (Teariy) Pederel /X7 Internal X
2 Independent

rnal
B, Eetimated Activity per File Drewer; (Activity Ouide- HIGH (used daily); MEDIIM (once/tadice
rent Your B monthly); IOW (lese than opee monthly).

After 1. ¥r, B K \ ifter wnst yeer éoes activity beooms IOV

S« Could Record Series be stored in the State 10, Recommended Retention:

Recorde Center.
=LY w7 5 Years
. ¥hen: ASAP

Ll. Inventory prepered by . Allep Deta: _5/30/89
Print Keme)

Telephcoe Number: _ (301) 328-7295

DGS-550-4 1/81
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1. Department

Financial Affairs

University of Maryland at Baltimore . 3. Unit Student Accounting

L. Record Series and Title: (Def. & g
: . group of records filed as & wnit, used as & unit
may be transferred or &isposed of as & wnit.) ’ » o4 which

General Accounting Records:

St eceivable Bills

Description: (QGive & brief description of & typical folder; include ocontent, purpose, and
form pame(s) and pumber(e).

Computer Ganerated Reports
Monthly bills mailed to students for each semester

. i adaw

Fresent Volune on Hand (Ko, of file dravers) |7. Audit Requirwmen
3 Btate =F
6, Betimsted Accumuletion (Iearly) Pedersl /X7 Ynte =
3 Independsnt

" roel
€. E=stimated Activity per File Drawer; (Activity Ouide- HIGE (used dsily); MEDIUM (once/tardics
¢ Yoar BB L monthly); 1OW (lese than obce monthly). )

After 1. Yr, B E(}) After what yesr @oss sctivity become IO¥ _lst.
S« Could Record Series be stored in the State 10. Rescommended Retention:
Recorde Center,
W 3 Years
. When; ____ ASAP
L. Inventory prepared by F__Allen Detes _5/30/89
Print Nans) -

Telerone ¥umber: _ (301) 328-7295

DGS-550-4 1/81
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DEPARDENT OF GENERAL SERVICES
Becords Mansgemsnt Division
. AGENCY RECORIE IEFVENTORY Page No.
A8er L0
1. Departnent : 2. Division

. Financial Affairs
3. Umit

University of Maryland at Baltimore Student Accounting

L. Record Series and Title: (Def. A
: . p'oup of records filed ar 8 unit, used
Bay be transferred or disposed of as & wnit.) » as & unit, and which
General Accounting Records:
Certificate of Deposits Detail

Dercription: (Qive a brief Gesc tion of &
ript g e rip typical folder; include oontent, purpose, and

Detail of all receipts and certificate of deposits generated by the cashier's
office :

Pmsent VOlune on Bmd (No. of ﬁ.h dmvars) 7. Audit kequ.ir-enta
6 20 ‘ Btate 7
. Betimsted Accumuistion (Yearly) Pedersl [/ Internal X
_20 Independent

8. Extimated Activity per File Drewer: (Activity Ouide- HIGH (used daily); MEDIIM (once/twice
Current Year @b& monthly); 10W (less than once monthly).

After 1. ¥r, After whet yeor does activity become IOW _;@___
9. Could Record Series be stored in
Boor e, ot the State 10, Recommended Retention:
™Y ® T > Years

. When: ASAP .
‘i, -
Inventory prepared by v Allen Dete: _5/30/89
Print Ncms)

Tele;wne Mumber: _ (301) 328-7295

DGS-550-4 1/81
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: AGENCY RECORDS INVEXTORY »
o g 2o
1, Department ; 2. Divisior
. ' Financial Affairs
University of Maryland at Baltimore . 3. Umit Student Accounting

L. Record Series and Title: {Def. & g
: . group of records filed as & unit, used as & uwnit
say be transferred or &isposed of as a mnit,) ’ » and whicl
General Accounting Records:
ees

Dercription: (Oive a brief description of 2 $cal folder; includ tent, purpo
form neme(s) and mupber(s), i hid ’ o comments ses ond

Alphbetical files of remissions for each semester

Pmsent Volme on!hnd(lio. of ﬁ;le d.rnnn) Te ’u

1/ Btate
6, Betimated Accumulation (Yearly) Menlcz?ﬂ Intermal X
1/2 Independsnt

' mal
B, Estimated Activity per File Drewsr; (Activity Guide- EIGH (used dally); MEDIUK (once/tarice
Gurrent Year (@ X monthly); 1OV (less than onoe monthly).

After 1, ¥r, B ¥ (D Afier whet yesr €oes activity beooms 1O¥ _lst.
$. Could Record Series be stored in ths Stete 10, Recommended Retention:
Recorde Center,
=LY O® LT 5 Years
‘I' When: ASAP
Ll. Inventory prepared by F, Allen Dete: _3/30/82
Print Hame) :

Telephone Numbers _ (301) 328-7295

DGS-550-4 1/81
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DEPARDMEN?T OF m SERVICES
DBecords Nenagenent Diviszion

. - AGENCY REOORDE DIVEXTORY B
or L0
1. Department 2. Division
_ Financial Affairs
. . . 3. Unit
University of Maryland at Baltimore Student Accounting

L. Record Series and Title: (Def. 4 growp of records filed as & unit, used as & unit, and whic!

* may be transferred or disposed of a8 & wnit.)
General Accouting Records:
Guagantee Student Loan Advance Slips

Description: (Give a brief description of & typical folder; include content, purpose, and
form name(s) and mumber(s). g ’ se,
Advance slips signed by student verifying receipt of bank loans( by semester,

alphabetically)

Preaent VOlune onlhnd(lo. ot ﬁ.lo dunn)

| 7o Andit Bequimnts
State X7

6. Bstimsted Accumulation Tfurz;) Pederel X/ Internal X
2 Independent
‘ ml

C. Estimated Activity per Pile Drewer: (Activity Ouide- HIGE (used dzily); NIDIIM (once/taice

Carrent Year. G M monthly); 10W (less than opoe mnm:)

After 1. ¥r, B K (B After what yeer does activity become IOV
S« Could Record Series be stored &n the State 10, Recommended Retantion:

Recorde Center,

IE LT ® LT 5 years
‘ ¥ner: ASAP
L. Inventory prepered by Allen Detes 5/30/89
. $ 8
Print )] :
Peloyone Fumbers _ (301) 328-7295
DGS-550-4 1/81
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‘DEPARTMENT OF GENERAL SERVICES
Becords Nanagement Division
AGENCY REOORDE DIVEXTOKY ' lof
. , PARPY JV (U
1. Department . 2, Divigior
Financial Affairs
. 3 t
University of Maryland at Baltimore . * Student Accounting

L. Record Series and Title: (Def. A growp of records filed as & unit, used as & unit, and which
may be trensferred or @isposed of as & wnit,)
General Accounting Records:
Copi-Card Inventory
!

Dercription: (Oive a brief description of & typical folder; include content, purpose, and
form name(s) and nunber(e).

Weekly inventory of receipts of copicards sold.

: pach Bacord Series)
S. Present Volume on Hand (No, of file drawers) | 7. Avdit Requirements
2 State 7
6, Betimated Accumulation (1eariy) Foderel X7 Internal X7
2 Independent ol

8. Estimsted Activity per Pile Drewer: (hetivity Ouide- HIGH (used daily); MIDIUKE (orce/tarics
mopthly); 10W (less than onoe monthly). )

Current Yesr @H )4

After 1. Yr, B K (® After what year éoes activity become IOW _lst.
S« Could Record Series be stored in the Stete |10, Recommanded Retention:

Recorde Center,

=S LR W 7 5 Years
‘ When: ASAP
Lle Ioventory prepered by  F_Allen Detes _5/30/89
Print Eame) :
‘Telepaope Number: _ (301) 328-7295
DGS-550-4 1/81




l, Departnment

Financial Affairs

. Undt
University of Maryland at Baltimore 3. Student Accounting

L. Record Series and Title: (Def. 4 growp of records filed as & unit, used as & unit, and whick
may be transferred or disposed of &s & wnit,)
General Accounting Records:

Hospitalization ~ Waivers and Applications

Dercription: (QOive & brief description or a typicel folder; include content, purpose, and
form name(s) and mumber(s),

1). Hospitalization waivers by semester, alphabetically - used to waive insurance

2). Hospitalization applications completed by student to obtain insurance

Btate X7
6, Betimsted Acmulation {Tearly) i Dedersl [T/ Internsl X
1 j Independent
8. Estimated Activity per Pile Drawer; (Activi Mdoz KIGH (used Gaily); MEDIWM ionce/hsieo
monthiy}s; 10W (less than onos monthly
Current Yesr @ .| ; ’ . )
After 1. ¥r, B ¥ (& Afier vhat yoer Goes sctivity beoome IO¥ _l1st.
S« Could Record Serisc be stored in the State 10, Recommended Retantion:
Records Center.
=L w7 5 years
. When: ASAP .
tle Inventory prepsreod Yy Allen Bates _5/30/80

Print Rame)
Telephone Numder: _ (301) 328-7295

DGS-550-4 1/81
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AQGENCY RECORDS INVEFROKY Page Mo
® 23 0z 10
1. Dtplrﬁunt ‘ z. mmn
. . Financial Affairs
University of Maryland at Baltimore . 3. Umit Student Accounting

be tnnagernd or disposed of as & wnit.)

nay
General Accounting Records:

Outside Billing Detail

L. Record Series and Title: (Def. 4 ubup of records filed as & unit, uvsed ac & unit, and whict

form name(e) and number(e),

File by semester, alphabetically of students billed to an outside agency

Dercription: (Give a brief description of a typical folder; include content, purpose, and

FPresent Volume on Bann?l/(zrio. of file dravers)

7. Avdit Requirements
Btate X7

Betimeted hccumuiation (1eerly)
. 1/2 Independent

Current Year (B) ¥ }

Fedsral I intermal LX

roal
E. Estimeted Activity per Pile Drewer: lictivity Ouide- EIGH (used aily); MEDIUN (once/taice
smopthly); 10¥ (less than once monthly). )

Telephone Fumbers _ (301) 328-7295

DGS-550-4

After 1. Yr, B B () ifter what yeer doec activity becoms IO¥ _lst.
S. Could Record Series be stored
Booorde Conter, in the State 10, Recommended Retention:
™Y W LT 3 years
‘ ¥hen: ASAP
ll. Inventory prepared Yy | Aliep Detes _5/30/89
Print Esxse)

1/81




1. Department - 2. Division
Financial Affairs

University of Maryland at Baltimore . 3. Unit Student Accounting

L. Record Se:;s and Pitle: (Def. a: grouwp of records filed as & unit, used as & unit, and whicH
General Accounting Recorcf erred or @isposed of as & wnit.)

Outside Billing Invoices

Dercription: (Oive @ brief desc tion of
Torn name(s) aod TUEbOr(8) . rip s typical folder; include content, purpose, and

Folder by semester, by invoice number of invoices to outside agencies

UYRIII4N Y

Pnsent Volme on!hnd (No. of m.dmwen)

7. avdit Requirements

6, Betimpted Accumuletion Tuﬂ,ﬂ g::enlmm Internal L
1/2 EIndependent

: m&l
b. Estimated Activity per File Drewer; (Activi Gnido- EIGH (used deily); MEDIIM (once/tarice
¢ Your H wonthly); 10W (iess then onoe mnm:)

After 1. Yr; B K After what yeor does sctivity bocome WO¥W _lsi.
S. Could Record Series be stored
Bocords Genten in the State 10, Reocommended Retention:
LY W T 3 years
® w0
Ll¢ Inventory prepered by Allep Date: _5/30/89
Print Eame) :

Telephone Fumbers _ (301) 328-7295

DGS-550-4 1/81
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PEPARDENT OF GEXERAL SERVICES
59;!’ No.
‘ w— 0L 70
"1, Department - 2. Division
- Financial Affairs
University of Maryland at Baltimore . 3 t Student Accounting

L. Record Series and Title: (Def. & gre
: . growp of records filed as & unit, used a
mey be trensferred or éisposed of as & wnit.) ’ ® 8 wnit, and whict
General Accounting Records:

Accqunts Receivable — Correspondence Files - By Semester

Der-riptiom (Cive a brief éescription ‘of a typical folder; include content purpo
form name(s) and number{s). we ’ et bes and

Files by semester of all SAR correspondence

| Btste
6, Betimeted Accumuletion (Yearly) ; mmmai Internal X
2 [ Icdependent

: rosl
B, Estimated Activity per Pile Drewer: (Activity Ouide- HIGH (used dally); MEDIUK (once/tarice
Current Yeer @ K 1 | sonthly); 1OV (huthmmmnthly)
After 1. Yr, E(® L After what year does sctivity become IOV _ Duid.

S. Could Record Series de stored ir the §
S e ors e tate 10. Reoczmended Retsntion:
=LY B L7 5 years
’ then: ASAP

Ll. Inventory prepered ky
Wavpe :;, Allen Dete: _5/30/89
Print Eame)
Teleywne Fumbers  (301) 328-7295

DGS-550-4 1/81
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‘ Page Mo,
28 of L0
1. Department : 2. Division

Financial Affairs

University of Maryland at Baltimore 3. Umit  Student Accounting

L. Record Series and Pitle: (Def. 4 gre und
: . group of records filed as s t unit, and whi
" may be transferred or disposed of as & wnit.) » uhed 25 & wnit, cr
General Accounting Records:

Finggcial Aid Check Transmittals

Dercription: (Oive 2 brief desc uon"of & typical folde
Tipt RSt tia rip 52 clder; Snclude content, purpose; and

Accounts payable batches for Student Accounting, number sequence with a prefix
of HAII

BRI BE BEDA TR T4 AYARIQ XY AN B o)« & NAS T o3 _¢,-
Present Volume on Hand (No. of file drawers) |7, Audit Requirements
6 5 3 |  Btate X7
. Betimeted Accumulstion (Jeeriy) Federsl [X/ Internal X
3 Independent

- rnal
B. Estimated Activity per Pile Drewsr: (Activity Ouide- EIGE (used Gaily); MEDIOM (once/tarice
Surrent Yoas @é . monthly); LOW (loss than obce moathly). )
E i

After 1. Yr, Aifter vhet yoar Goes activity become LO¥ _ Bed.

S« Could Record Seriez bs stored
Bocords Gunter ir the State 10. Recozmendes Retention:

=LY w LT
® v _ > years

Ll. Inventory prepared by _y 5/30/
Allen Datet 5 89
Print Beme)

Tele;hone Eumber: _ (301) 328-7295

DGS-550-4 1/81
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1. Department
Financial Affairs

| e Uit
University of Maryland at Baltimore . 3. Student Accounting

L. Record Serics and Ttle: (Def. 4 ¢rbup of records filed as & unit, used as a unit, and which

may be transferred or disposed of as & unit.)
General Accounting Records:

Financial Aid Reports

Description: (Give a brief description of s typical folder; include content, purpose, and
form pame(s) and mumber{s),

Computer printouts:

Credit balance

.

Fund listings
Sync Listing

SV A ol e eda RV AR

Present Volume on Hand (No. of f£ile drawers) |7, Audit Requiremen
1 | Btate X7
6. Retimsted Accumuietion (Ye&riy; Pedersl X7 Internsl L£X
Y Indepanient

_.y_!_*;ﬂ_.ﬂ
Be Estimeted Activity per Pile Drewer: (Activity Ouide- EIGH (used daily); MEDIUK (once/twice
mopnthly); 10V (less than onoe monthly). )

Current Year (B X L

After 1. Yr, B(H) L After what yeur does activity beocome 1OV _3&d.

9« Could Record Series be stored irn ths State 10, Recommanded Ratention:
Records Center,

wsLY ® [T
.&m: ASAP

5 years

¢ Inventory prepared Yy Allen Detes _5/30/8C
Print Esme) :

felorons Fumber: _ (301) 328-7295

DGS-550-4 1/81




"1, Department

Financial Affairs
University of Maryland at Baltimore . 3. Umt student Accounting

L. Record Series and Title: (Def. & growp of records filed as & unit, used as & unit, and whicl

" I
General Account:{nge pirangferred or disposed of as a wnit,)

Financial Aid/Schools Correspondence

Dercription: (Give s brief descripti n of
e (o) iy ription of a typicel folder; include content, purpose, and

Folders of correspondence for fiscal officer

\ pavdar)
7. Avdit Requirements
State X7

sy 4-39 A Y

ume on Hand (. of file

RELRLE

Pnset ol ve

1
6, Betimeted Accumxlntioiz (Yearly)

B, Estimsted Activity per Pile Drewer: (Activity Ouide- HIGH {used deily); MEDIWM (once/tarice
ot Teur DK L wonthly); 10V (less than onse montnly). )

After 1, Yr, E ( L After whet yeor does activity beooms IOW _Bed.

9. Could Record Saries ba stored
Bocords Oonten in the Stete 10, Recozmended Retention:

LY w7
. Shen ASAP

5 'years

Ll. Inventory prepared by vne Allen Detes _5/30/80
Print Bene) '

Telw; hone Fumber: _ (301) 328-7235

DG5-550-4 1/81




"1, Department L 2. Division
, Financial Affairs
University of Maryland at Baltimore . 3. Bt  student Accounting

Loan Collections - Correspondence-Health Professions Loans

Deccription: (Oive s brief description
form name(s) and number(s). rip »on of & typicel folder; include content, purpose, and

Folders of correspondeénces for Health/Professions Loan collector, including misc.
computer printouts.(aging schedules) ’

! NO £ ¢ = - 1a® S 87 Yento ™™ . QY BacOT: _Of .-
Present Volume on Bmdl (No. of file drawers) | 7. Audit Requirements
6, Bstimated { b
. hccumlstion (Yearly) Podeml X/ Internal LX
1 Independent

8. Estimsted Activity per Pile Drewer: (Activity Oudde- HIGH (used daily); MEDIWM (once/tarices
ot Your (DK 1 monthly); 1OW (less than ence monthly). )

After 1. Yr, E @ 1L Afier whst yeer Goes sctivity beocome 1OV _4th.
9. Could Record Serice be sto
Bobords Cunten red in the State 10, Recommended Retention:
ISLY W 7 5 years
‘ ®han: ASAP
il.
loventory prepsred by en Detes 5/30/89
Print Esme) :

Telephons Fumber: _ (301) 328-7295

DGS-550-4 1/81
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PEPARTMENT OF GENERAL SEEVICES
Beoords Nanagement Division ‘
AGENCY RECOKDS INVENTORY Page
. .ZQ.of'ofo

"1. Department k 2. Division

Financial Affairs

University of Maryland at Baltimore 3. Omit Student Accounting

L. Record Series and Title: (Def. & g
s . grouwp of records filed as ¢ unit, used ac & unit, and which
~ may be transferred or @isposed of as & wnit,) ’ ’ ¢
General Accounting Records:
Loan Collections - Correspondence - Perkins Loans

Description: (Give a brief doscripﬁon”of & typical folder; include content, purpo
form pame(s) and number(s). ' ’ sy and

Folders of correspondences for Perkins Loans collector,
including misc. computer printouts.

NO LE Re EEDA TR LE EYRDRIO ™Y o173 0 D N8 .“.o.-
Present Volume on Hand (No. of file drawers) |7, Audit Requirements
¢ 1 Btate X7
. Betimated Accumulstion (Teariy) Pederal /X9 Internal X
1 Independent

‘ raal
Co Estimated Activity per File Drewsr: (Activity Ouide- HIGH (used daily); mr%(omfm«
¢ Your @ : monthly)s 10W (less than once monthly). )

After 1, ¥r, B i

After what yeer door activity beoome WOV _lah,

S« Could Record Seriss be stored in the Stete 10. Recommended Retantion:
Records Center.

=LY O W T
‘ ¥hen; \SAP S.Years

Ll1. Inventory prepared By  Jiavne Dste: _5/30/89

: en
Print Bame)
Tele;one Fumber: _ (301) 328-7255

DGS-550-4 1/81




1. Department - 2. Division
Financial Affairs

University of Maryland at Baltimore 3. Umt  Srudent Accounting

L. Record Series and Title: (Def. 4 piwp of records filed as s unit, uveed st & unit, and which

be transferred
General Accou?tying Recorés. : or élsposed of as & wit.,)

Loan Collections - Correspondence - Private Loans

Description: (Give s brief description of a typical
form neme(s) and mumber(e). rip r folder; include content, purpose, and

Folders of correspondénces for private loan collector, including misc. computer
printouts.

NOIe: Dige BEDATALE SOYAQIATY Ah ¢ 0 M Bacore ,._.--,.
Present Volume on Hand (No. of file drawers) |7. Audit Requiremen
5. I tod 1 : Stste X7
. Betims Accumulation (Yeariy) Pederal X7/ Internal X
1 Independent

‘ rnal
B, Estimsted Activity per File Drewer: (Activity Ouide- EIGH (used Gaily); MEDIUM iom]hrieo
monthly); 10¥ (les: then once monthly). )

Corrent Year () K L
Afier 1, Y, S‘L After whst yser Goes sctivity becoms IO¥ _4th.

S. Could Record Series de stored

Betords Gunter in the State 10, Recommended Retention:
e LY w7 5 years

‘ When: ASAP

Ll. Inventory prepared My yavne F »

‘ Allen Dete: _5/30/8C
Print Ezee) :

Pelephone Fumber:  (301) 328-7295

DGES-550-4 1/81




1. Department : 2. Divigion
A Financial Affairs
3. Unit

University of Maryland at Baltimore Student Accounting

L. ,
Record Series and Title: (Def. 4 growp of records filed as ¢ unit, used as & uwnit, and which

mey be
General Accounts:ring Recor s‘gm or d&isposed of as & mnit,)

Fund Listings - Journal Entries Financial Aid

Description: (Give  brief description
Tipt s oy ription of s typical folder; include content, purpose, and

Monthly computer printouts of Financial Aid transactions.

Present ol\me on

Bama T cord Saries)

Band (Ko, of file dravers) |7, Audit Requirements
6. Betimated Acmmulnt.ionlhurly) g::erﬂ% Internal X
Independent

8. Estimated Activity per Pile Drewer: (Acti ' y e
vity Ouide- HIGE (used dsily); MEDIM
monthly); 1OW {lese tban onoe mn%hl:). ) {once/wrics

Current Yesr B % £
After 1. Yr, B After what year does sctivity beoome 1OV _Bsd.

S« Could Record Seriees be sto
Bocords Genter. rod in ths State 10. Recommended Hetemtion:

=LY W L7
Q® v 3 years
Ll¢ Inventory prepered by .
len Date
t y Bt 5/30/89
Teleorone Fuxber: (301) 328-7295

DGS-550-4 1/81
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1. Department 2. Division
Financial Affairs .

University of Maryland at Baltimore 3. Omdt Student Accounting

L. Record Series and PTitl .
e: (Def. & grow of records filed as & wnit
s used as & unit, and which
General Accou-n.glng Recor(g‘ﬂ“l or disposed of as & wnit,) ’ ¢

Financial Aid Correspondence

Dercription: (Oive & brief description
form name(s) and mhr(').cﬂp on of & typical folder; include content, purpose, and

Correspondénces to : Schools
Transmittals for Fall, Spring and Summer

Remittance slips, folders for private donor scholarships
Maryland State s¢holarship Roster

. } sa M. A% e b ) a} 1
Pnaent volune on Kmd (No. of file dnvart) Te Andit Requimenta
6, Betimsted Accumlauon (Yeariy) :::;ﬁ Joad Intermal X
1 Independent

S, Estimated Activity per Pile Drewer; (hctivi Goide- HIGH (used daily) ;!::Dm (once/tarice
t Yeas @6 monthly); 1O¥ (less than ence monthly).
L

After 1. Yr,

After whst your does activity become 1OV _Bxd.

$Se Could Record Seriss be sto
Records Center, red in ths State 10, Rsocommended Retention:

WLy ® 7
¥hen: ASAP

5 years

Ll. Ioventory prepared by
‘ Allen Dute

‘Telepione Number: _ (301) 328-7295

DG5-550-4 1/81.




1. Department E 2. Divigior
_ Financial Affairs
University of Maryland at Baltimore 3. Unit Student Accounting

L. Record Series and Title: (Def. & gx
: . growp of records filed as & unit, used ac & unit
may be transferred or disposed of as a wnit,) ’ » and whiel

General Accounting Records: ' Financial Aid Workpapers

Dercription: (Qive s brief doacrlption”or [} ical folder; includ tent, purpo
fore name(s) and mumber(s), wr ' ® contents s &nd

Workpaper for various reports completed by Fiscal Officer
1). default rates .
2). Maryland State Scholarship Board
3). Dept. of Education

A L L USRS ESDATE 3 . B Jeedas b 79 .-
Present Volume on Hand (No. 7. Avdit Requirements
1 Btate X7
6, Betimeted Accumuiation (Yearly) Foderal Internsl L[N
1 Ind-pemgl

' rnal LR
C, Estimated Activity per Pile Drewer: (Activity Ouide- KIGH (used daily); MEDIWM (once/tawice
s Tour B K L monthly)s 10W (less than onoe monthiy). )

Lfter 1. Yr, B L After whst yosr Goes sctivity becoms XOVW _S8p,

S« Could Record Series be stored in the Stote comnended Retention
Records Center. 10 e e t

s LY w LT
. When: ____ ASAD . > years

Ll. Inventory prepared by _ i : len Dete: _5/30/89
Print Beme)

Telerone Fumber: _ (301) 328-7295

DGS-550-4 1/81
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DEPARTHENT OF GMERAL SERVICES
Records Nansgement Division
40BICY RECORDS IEVETTORT ¥o
5 M
1. Department : 2, Divigion

Financial Affairs

3. Unit Restricted Funds

University of Maryland at Baltimore

L. Record Series and Title: (Def. & grouwp of records filed as & uwnit, used as a unit, and whicH

may be transferred or éisposed of && & wnit.)

General Accounting Records:
Grant_Eglders.

Des:ription: (Oive a brief doscrl.ption-ot e typical folder; include content, purpo
form pame(s) and number(s), ' e b, and

The folders include requisitions. payroll cards, budget information and general
correspondence . J

prias)

Fresent Volume on(. o o ra 7. At Req ts
6 —22D Btate 7
. Bstimsted Accumiation (Yeariy) Pedersl X/ Internal X
35 Independent

' ™nal
E. Ertimated Activity per Pile Drewer: (Activity Ouide- HIOH (used Gaily); xz‘nz%(om./me.
Current Year (B) ¥ monthly); 3I0W (less than omss monthly). )
E K

After 1. Yr, After what yser does activity becoms IO¥W _ist.

5. Could Record Series be stored &n the State 10, Rscommended Retantion:
Recorde Center,
™3 W LT 3 years
When: ASAP
L. Inventory prepered b _ yiavne F. Allen Pstes _5/30/89
Print Ecas) '

Pelephone Fumber:  (301) 328-7295

DGS-550-4 1/81




1. Departnent - 2. Division

Financial Affairs

University of Maryland at Baltimore 3. Umit Restricted Funds

L

+ Record Series and Title: (Def. 4 mw of records filed as & unit, used as & unit, and which

may be transferred or éisposed of as & wnit,)

General Accounting Records:
Batch Folders

Descriptions (Give s brief description
form name(e) and mumber(s). ription of & typicsl folder; include content, purpose, and

The folders containing encoding sheets, backup documentation and daily computer

printouts.

D3 Y

oceda . -Beaw X _7.4

drawers)

Prcsentlfolune on.ﬁaﬁé;éﬁo;.;f file

7o Audit uimen
 Btate T

:’;:cn.‘l ﬁ[ Internsl LN

Betimsted Accmmhtion6ﬁ;gr};)

’ rnal
Estimeted Activity per FPile Drewer: (Activity Ouide- HIGH (used daily); MIDIUX (once/tarice
Surrant Toar K L monthly); 1OW (lesc than once monthly). )

After 1. Yr, B B (© ifter what year doos sctivity become IOV _lst.
%, Could Record Seriss be sto
Botords Gunsen red ir the State 10. Recommended Retention:
ST w T 3 years
"'} ¥hen: ASAP
Lle Inventory prepared by ' 5/30/8
F ien Dete
Print Esae) : ’ .

Telepaone Fumber; _ (301) 328-7295

DGS-550-24 1/81
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1.

Depertment Divigior

_ Financial Affairs
3. Omit

University of Maryland at Baltimore Restricted Funds

L. Record Series &nd Title: (Def. & gx
: . group of records filed as & unit
mey be transferred or disposed of as & wnit,) » used a5 & wnit, and which
General Accounting Records:

Restxicted Funds Correspondence

Dercription: (Oive a brief descriptio -
ript (2 o arer(a ription of & typical folder; include content, purpose, and

The folders contain miscellaneous letters and other correspondence.

RO IE Re BEDATZ LS S OVARIOLS D » Aoh _BASH Y -.-ﬁ;v

Fresent vOlunern Hand (No. of file drawers) |7, Auvdit Requiremente

6 3 1 Btate 7

. Bstimated Accm\ﬂ.z Jation (Yearly) Pedersl 7 Interna) X
Independent

8, Estimated Activity per Pile Drewer: (Activity Ouide- EIGH (used deily); MEDIUM (once/txice
burrent Your (B ¥ & monthly); 10V (less then onss moathly). )
After 1. Yr, E @ ifter what year does activity become IO¥ st

S« Coulé Record Series ds stored in ths Stste 10, Reccmmanded Retention:

Recorde Center,
™ML B T

3 years

VWhen: ASAP

L. Inventory prepared Yy

L) Jen
Print Bame)

(301) 328-7295

Date: _5/30/89

Teley oo Eumber:

DGS-550-4 1/81




"1. Department : 2. Divisgion
_ Financial Affairs
University of Maryland at Baltimore . 3. Payroll

» ¥ 'hiClA

Payroll Transfer

Der:ription: (QGive a brief desc tion‘ct e {cal folde
ript (o) an Dber(e) rip e older; include content, purpose, and

(A) letter size folder

(B) Copies of journal voucher and supporting documentation
(C) Transfer of funds for appropriateness

(D) Transfer of payroll charges

(E) 08.00027 .

g .JagT e’

of e rs)

M {eadast BRI AR

._f Avdit uiman

Present Volume on (.

Btate £X7
Bstimated &ccmulatio% (Yeariy) Podarsl X Internal X
Independent

B, Estimeted Activity per File Drewer: (Activity Ouide- HIGH (used aedly); MEDIUK (once/tadcs
ourrent Yoar E % L monthly); 10¥ (isse than omoe monthly). )
B L

After 1. Ir, After what yoer doed activity become IOV _1xh.

S. Could Record Series bs stored in
o oo oo ths btate 10. Racox=sended Retention:

LY ® [T
. . ASAP 5 years

5/30/89

L. Inventory prepared by Allen Dates
Print Hsms) :

Teleyhone Fumber: _ (301) 328-7295

DGS~550-4 1/81
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DEPARDGNT OF GINERAL SERVICES
Sscords NMansgement Division

- A0ERCY RECORDS INVENIOKY ' Page ¥

1. Department ; 2. Divigion
Financial Affairs

University of Maryland at Baltimore 3. Uit  Payroll

L. Record Series and Title: (Def. 4 uﬁup of records filed ar & unit, uvsed ac & unit, and which

may be transferred or disposed of as & wnit,)
General Accounting Records:

Payroll Entries/One Pay Cards

bDercription: (Give & brief deecriptionwct’ & typical folder; include content, purpo
form name(s) and nusber(s), wr : et ey and

(A) letter size folder

(B) Approx 100 documents, supporting documentation authorizing pay of stated period of
time, or reflection of changes in pay
(®) Back up and supporting documentation

(D) University of Maryland - Payroll Entry

Present Yolune on-nand (ﬁo.'of'tilo drauart)
5

0 Aodit Requimenu

Btate
6. Betimeted Accumulation (Ie&riy) m.nl% Interns) X
3 Independent

: roal
so Emtinmeted Acﬁﬁv psr File Drewer; (‘cuﬁ m.‘ RIGR (w mmﬁﬂronc.‘]m“
Current Yeer K L monthly); 10V (lees than onos monthly).
B a

After 1, Yr, After whet year éoor activity beooms IOV _oidt.

S. Could Record Series be stored in the State commendsd Retention
Recorde Center, 20 e m 8

=LY w37

Shen: SAP 5_years

il. Inventory prepered W _ iiavn en Dates _5/30/89
Print Kame) :

Telerhons Fuxber: _ (301) 328-7295

DGS-550-4 1/81




1. Department

University of Maryland at Baltimore

20 01V1lion
Financial Affairs

Onit
3. Payroll

L. Record Series and Title: (Def. & ;ioup of records filed as & unit, used as & unit, and which

" may be transferred or disposed of as & wnit.)

General Accounting Records:
Special and Technical Fees

Dercription: {Give & brief description of & typicel folder; include content, purpoee; and

form pame(s) snd number(s).

letter size folder

Supporting documentation for seminar speaker's and lecturer's
Backup documentation for payments expended
University of' Maryland - Technical and Special Fees

FAS-U-011

. Present Volume on Bmdz {No., of £ile drawers)

6. Batimeted Accmulut&onl {YTearly)

)

pach Bacorr Series
7+ Avdit Requiremants

Btate X7
Podaral
!nﬂcperﬁéﬁi

Internsl

_ el
8. Estimeted Activity per File Drever; (Activity Ouide- HIGH (used éally); MEDIUK (once/taice
sonthly); IOV (less than onoce monthly). )

Current Yesr @3
E 4

After 1, Yr,

After vhst yoer does activity booome IOW _3th.

S« Could Record Seriesc be stored in the Stste
Recorde Center.

LT w7

10. Reco=mendss Retention:

5 years
. Shen: ASAP
Ll. Inventory prepared Y -
< _Allen Dete:r _5/30/89
Print Beme) :

Peleophons Fumbers _ (301) 328-7295

DG5-550-4

1/81
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1. Department - 2. Divigion
_ Financial Affairs
University of Maryland at Baltimore 3. Undt
A Payroll

L. Record Series and Title: (Def. & nbup of recorde filed e & unit, used sz & unit, and which

General Acéou-xgir?g Recorégz or disposed of as & wnit.)

E:ayroll Correspondence

Description: (Give a brief dcecd.ption’of e typical folder; include tent, purpo
form name(s) and number(s). ' o8 ’ sy and

Legal size folders

Misc. supporting documentation and backup for payroll operation to and from
departments and schools

Document actions taken on special payroll support

RO Lo - REDA YR 34 sad- 1380w te 0) b _AALOTS ,-,.‘.;-
Fresent Volume op Hand (No. of file drawers) |7, Audit Requiremen
6 . 1 | Btate 7
. Betimated Accumuletion (learly) Pedersl 73/  ¢Intermal X
1 Independent

ronal
B. Estimated Activity per Pile Drewsr: (Activity Ouide- HIGH (used Gaily); WEDIM (omce/teice
monthly); 10W (less than onoe momthly). )

Current Year @ 4

After 1. ¥r, B (® L After what yeer éoes octivity decoms IOV _Isi.
S« Could Record Series de gtored in the Stete 10, Recommended Retention:

Recorde Center.

=LY » T 3 years
’ ¥hen: ASAP
Ll. Inventory prepared by _javn Allen Dete: _3/30/89
Print Xame) :

felepons Number:s _ (301) 328-7295

DGS-550-4 1/81
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. ACGENCY RECORIE DIVEXIORY N N
: &2 or L0
1., Department : 2+ Division
o Financial Affairs
versity of Maryland at Baltimore . Payroll

k. Record Series and Title: (Def. 4
: . mwofuoo:daﬁloduamit used as 8 unit, and d
mey be transferred or disposed of as & wnit.) ! ’ whick
General Accounting Records:
Statement of Payroll Charges

Deccription: (Qive a brief dcactiption’of & typical folder; include ocontent, purpo
form name(s) and mmber(e). ' ' oo and

Printout material 8% x 11"
Supporting documentation of payroll charges

Pnsent vOlune on lhnd (lo. of me draven) 7. Audit Requimenta

State T
6. Ratimeted Acmamﬂ'uﬁy) Pederal X7 Intermal
10 Independent

el

B, Estimsted Activity per Pile Drewer: (Activity Ouide- EIGH (used dajly); MEDIIM (once/twrice
ot Yeer H % L monthly); 10W (less then once monthly).
After what yeer does activity become IOV _3Eb.

After 1, ¥r, B

So Could Record Series be storsd in the State commended Retention
Recorde Center. 10 B -ﬁe ‘
=Ly w7 5 years
. When: ___ ASAD
L. Inventory prepared Yy le Dates _5/30/8
len 8 i
Print Bams)

Telephone Numbers _ (301) 328-7295

DGS-550-4 1/81




AGENCY RECORDE INVENTORY | . jﬂﬁf:,’°7b

—1. Deplmrlt - 2. md : iom
Financial Affairs

University of Maryland at Baltimore 3. Unit  payroll

L. Record Series and Titd ‘
e: (Def. & group of records filed as & unit
may be rred s used ac & unit, and which
General Accounting rereoate or &isposed of as & wnit,) ’
Payroll Cards

Description: (QGive s brief de )
form name(s) and mrg')tcdpticn of & typical folder; include content, purpose, and

Index Cards
Line item supporting documentation of charges made

08.00031

I RO LE BE R BRETATA L4 ANYRDIOTY &Y QT o .{ (e odas A.-.-
Fresent Volume on Hand {No. of file drawers) }7, Audit llequ
2 ta
6. Betimsted Accumuiation (Yeariy) Bmum% Intermal X

Indopendent

1

B. Extimeted Activity per File Drewsr: (Activity Ouide- HIGH (used uuyS;r::um (onze/tarice
monthly); I0W (less tharn ence monthly). )

Current Year @ E i

After 1, Yr, BE(® L After what yeer doec activity become IOW It
S+ Could Recorc Series de gto

Sooords Gomten red in ths State 10, Recommendet Retention:

™Y LT 3 years
’ When: ASAP
Ll. Inventory prepered by
5 F. Allen . DPete: _5/30/8¢
Print Beme) ~ -

‘Feleyhone Number: _ (301) 328-7295
DGS-550-4 /81




"1. Department ) 2, Divigion
_ Financial Affairs
. . s 3. Omit
University of Maryland at Baltimore . Payroll

L. Record Serier and Title: (Def. & group of records filed as & unit, used as a unit, and which
 may be transferred or diupond of as & wnit,)
General Accounting Records:

Rayroll System Reports

Description: (Oive 2 brief description of a typical folder; include content, purpose, and
form name{s) and pumber(s).

Printout material 8%" x 11"

Supporting documents for various departments and school (payroll tracking and
reporting system)

Various

Present Volune on Bmd (Ho. ot nle dnven)

T lnd.it Roqumau
State X7

Federsl Internal X
Iﬁmﬁg
rnal
B. Estimated Activity per File Drewsr: (Activity Ouide- EIGH (used Gaily); MEDIUM iem/hﬁcc
sonthly); 10W (less then once -snth.‘.y)
Current Year E gg% 4

After 1, ¥r, B

6. Bstimsted Accunulutioniffzafig)
¢ .

After vhet year does activity becoms OV _Dad.

S. Could Record Series de ctored in the State 10, Recommended Retention:
Records Center.
LY ® LT > years
'I' When: ASAP
le Inventory prepered by . F. Allen Dete: _5/30/89
Print Bame)

Telophone Bumber: _ (301) 328-7295

DGS-550-4 1/81




1. Depeartment k ¢, Dvigion

University of Maryland at Baltimore

3. Unst

Financial Affairs
‘Travel

Le Record Series and Title: (Def. 4 ubup of records filed as & unit, used sz a uwnit, and whick

General

Expense

Accou-n.gir?g 13’5885&&?"“ or disposed of es & wnit,)

statements and supporting documentation

Dercription: (Qive s brief desc tion‘ot 8 ical folde |
rpt R ppiheehty rip 7 clder; include content, purpose, and

letter size folders

expense statements completed and attachments
supporting documentation for travel reimbursement
University of Maryland - Expense statement
08.00033

aach Racord Series)

5. Present Volume on Hand (No. of file drawers) |7, Audit Requirements

6. 2o 1%_ Btete X7

o Betimeted Accumuletion (Yearly) Foderal internal X
12 mmﬁi _

rnal
B. Estimeted Activity per Pile Drewer: (Activity Oulde- HIGE (used Gesly); MEDIUM (once/tawice

Current Year (B

monthly); 10W (less then onos monthly). )

)2
bfter 1. Yr, B é L Afisr whst yorr dGoos activity brecns 1OV _3xd.

S. Could Record Series be stored in ths Stete
RKeccrde Center,

.Ms

LY ® LT
ASAP

10. Recoxmended Retention:

5 years

Ll. Inventory prepered by : Alle

Print Kame)

Telephone Eumber: _ (301) 328-7295

Detes _5/30/89

DGS-550-4 1/81




. - ACENCY RECORDS DNVENTORY | .2‘&'3:”70

1, Depertment : 2. Division
Financial Affairs

University of Maryland at Baltimore 3. Umdt Travel

L. Record Series and Title: (Def., 4 pbup of records filed as & unit, used acs & unit, and which

’ be trans
General Accounting Recorgg rM or disposed of as & wnit.)

Journal Vouchers for airline and rail tickets

Deccription: (Give a brief deec tion of s typicel folde
form pame(s) and mumber(s). mp e older; include content, purpose, and

letter size folders

copies of journal vouchers and documents of authorization
backup for charges for purchased airline tickets etc.
University of Maryland - Journal Voucher other than compound
08.00024 t

N _NAacors T e )

Present Volume on (o. o vars | 7. avait Req f-l
5 2 P Btete 7
. Bstimoted Accunulltio:i (Tearly; Pederal Internel X
Ind %

b nal
B, Estimsted Activity per Pile Drewsr: (Activity Guide- EIGH (used daily); MEDIUM (ence/taice
o t!urﬁ%& monthly); 10W (les: than cnoe monthly). )
A

hfter 1. ¥ry B Afier vhot year éoes sctivity becoms 1OV 3t

S« Could Record Series be stored in the Stste 10. Recommanded Retention:
Records Center.
IBLY B L7 5 years
‘ ¥hen: ASAP
1. Inventory prepared bty 5/30/89
Allen Dete: /
Print Xame)

Teleyons Fumber: _ (301) 328-7295

DGS-550-4 1/81
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- AGENCY RECORDS DIVERIORY

1. Department

University of Maryland at Baltimore

Division

2.
_ Financial Affairs
Unit

3.

Travel

L. Record Series and Title: (Def.

General Accounting Records:
B;lllngﬁDocumentatlon

4 pbup of reocords filed as & unit
may be transferred or @isposed of &s & wnit,) s Weed 8% & wmit, and which

Dercriptions
form name(e) and pumber(s),

letter size folders

documentation from travel agencies

{Give & brief description of s typical folder; include content, purpose, and

backup for monthly charges received and paid

.

Prcsent Volune onﬁﬂand'(lo..of filc drtwars)

Estimeted Accuunlntion‘f‘;géiij
1

: o ‘ t-a
Btate &7
Pederal [X7 Internal X

iIndependent
Al

8. Estimated Activity psr File Drewer: (Activi Ouido- K0H (used daily); MEDIIM (oncs/tarice
Currant Year B @ L monthly)s 10V (less than once monthly), )
After 1, Ir, E(K) L ifter vhat yser doss activity becoms 5OV _3=d.

S« Could Record Seriases be stored in
Booeods Centen the State 10, Recommended Retention:

=L w7 5 years
'I’ When: ASAP
Lle Inventory prepared by Allen 5/30/89
Print Eemc)

Telepone Wumbers _ (301) 328-7295

1/81

DGS-550-4
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. - AGENCY RECORDE INVENTORY L]

ot 20_
1. Department _ 2. Division
‘ Financial Affairs
Universit i 3. Umit
y of Maryland at Baltimore . Travel

L. Record Series and Pitle: (Def. A pbup of records filed as & unit, used ac & unit, and whick

mzy be transferred or @i
General Accounting Records: sposed of as & wnit,)

Travel Correspondence

Dercription: (Oive & brief description of & typieal folder; includ
form pame(s) and pumbder(s). i i orcers © content, purpose, end

Letter size folder
supporting documentation backup for operation to and from departments for travel

authorization and expenditures

.

———{Note: Uae p peparate inventory shees for sach Racord Series)
5. Present Volume on Hand (No, of file drawers) |7, Auvdit Requiremente
¢ 1 Btate X7
. Betineted Accuwsuiation (Yearly) Pedersl X7 Internal X
1 Independent

el
. Estimated Activity per Pile Drewer: (Activity Ouide- HICGH (used daily); MEDIWX {once/taice
berent Your E ) 1 wonthly); 1OW (lese than once momthly). )

After 1, ¥r, E(®) L After wnst yoer doec activity become OW _Ixd.
S« Could Record Series be stored in the
Sould mecore o State 10, Recozmended Retention:
B LY W L7 3 years
. When: ASAD
Ll Inventory prepered by e F._ Allen Dates _5/30/89
Print Beme) :

felephone Fumber: _ (301) 328-7295

DGS-550-4 1/81
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DEPARDENT OF (EXTRAL SEEVICES
Reocords Ranagemsnt Division

4A0BICY XEOORDS INVERTORY B n
| ) o Belen
1. Departrment ¢+ Divigion
_ Financial Affairs
. . . 3. Onmit
University of Maryland at Baltimore . Working Fund

b. Record Series and Pitle: (Def. & gre
. growp of recorde filed es & unit, used ac 2 unit, and
msy be transferred or @isposed of as & wnit.) ’ ’ which
General Accounting Records:

Rank_Statements and Reconciliations

Description: (Oive a brief dcactiptionﬂof & typical folder; include content, purpo
form name(s) and nusber(s). ’ ! ses and

Legal folder size o
bank statements and supporting documentation for reporting purpose (bank reconciliations

Pusent Volune on lh.nd (No.ot til. duurt) RER Audit Requimanta

Btate 27
6, Betimated Accumuittion ﬁ&my Pederel [T/ Internal X
1 Independent
rosl

B, Estimated hctivity per File Drewsr: (Activity Ouide- HIGH (uvsed daily); NEDIM ’(once]wiee
mopthly); LOW (less than oboe monthiy). )

Cerreunt Yesr H &-
After 1, Yr, After what year Goes sctivity becoms LOW 3ud.
S« Could Record Series be stored in the State comzended Retention
REscorde Center. 20, e e '
=9 w7 > years

‘M: ASAP

Ll Inventory preparsd by en Dates _5/30/89
t Keme) :

felerhone Wumbers _ (301) 328-7295 ‘ :
. DGS5-550-4 1/81




1. Departnent : 2, Division
- Financial Affairs

" Working Fund
University of Maryland at Baltimore 3. Dmt &

L. Record Series and Title: (Def. A& grouwp of records filed as & unit, used sx & unit, and which
mey be transferred or @isposed of s & wnit,)

General Accounting Records:
Cancelled Checks

Dercription: (QGive & brief description of & typical folder; include ocontent, purpose, and
form name(s) and number(s).

Cancelled checks returned monthly
should fit in box 15 x 12 x 10

)

(IND
uwne on

R QY ARG

O o_. of file drlve)

S. Fresent Vol 7. Avdit Bnqu

Btate X7
6, Betimated Accumulation (Yearly) Pederel 7 Internal X
10 Independent

el
B. Estimated Activity per Filc Drewsr; (Activity Ouide- HIGH (used 6aily); MEDIUM (ence/tarice
monthly); 10W (les: than once monthly). )

Current Yeer BE(®) L

After 1. Yr, B(W L After what year Goes activity becoms ZOW _3dud.
9. Could Record Series be stored in the State 10, Recoxmended Retention:
Records Center.
LY ® T > years
‘ When: ASAP
Ll¢ Inventory prepered ty _yi _Allen Dates _5/30/89
Print Bsme) :

Telephons ¥umbers _(301) 328-7295
) DGS-550-4 1/81
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AGENCY RECORDS INVANTOKY Wo
. _gr‘: ¢ 10
i. Department E 2. Division
» _ Financial Affairs
. . . 3. Unit
University of Maryland at Baltimore . Working Fund

be Record Series and Title: (Def. 4 g
: . growp of records filed as 8 unit, used 2 & unit, and h
" may be t.nméerm or &isposed of as & wnit,) ’ ’ wie
General Accounting Records:
Check Stubs

Dercription: (Oive & brief deacri.pﬁonvof s typical folder; include ocontent, purpo
form name(s) and number(s). y ' bes and

Monthly check stubs about 3" x 9
Supporting -documentation of:file data on Working Fund system

RO Les tipe REDATE T 3 R ) % . 10 g o . ~..o',
Present Volume on Hand (No. of file drawers) |7, Audit Requiremants
6 ' Btate X7

6, Betinsted Accusulation (Yearliy) Pederal Internal
=
2 mmﬁl

: ™Ml
B, Estimsted Activity per Pile Drewer: (Activity Ouide- HIGE (used 8aily); MEDIUN (once/tadce
¢ Yoar H@& monthly); 1OW (less than enoe monthly). )
After 1, Yr, B Z After whst Jear éoec activity beoome OV _3rd,

9. Could Record Seriet b¢ stored in the State 10, Recommended Retsntion:
Records Center,
= L5 w [27 5 years
‘ When: ___ASAP
tl. Inventory prepared by Allen Pete: S5/ g
Print Keme) :

Teluphons ¥umber; _ (301) 328-7235

DGS-550~-4 1/81
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1. Department : 2. Divigion
' _ Financial Affairs
R . . 30 it
University of Maryland at Baltimore . Working Fund

lb. Record Series and Title: (Def. & growp of records filed as & unit, used s & unit, and which
 may be transferred or dicposed of as & wnit,)

General Accounting Records:

Transmittal Lists

Dercription: (Oive e brief description of & typical folder; include ocontent, purpose, and
form pame(s) and number(s).

Letter size folders . ,
Backup detail for charges made to working fund system
Support request and disbursements of funds

-

N0 TS o ge A Rani YA 14 DYARIO TS » 0} OB _BA ..-.\.
Fresent Volume on Hand (No., of file drawers) |7, &udit Requirements
20 Btate 27
6, Betimsted Accumuiation (Yearly) Fedsral [X/  gintermal X
10 Independant

] nal
B, Estimsted Activity per Pile Drewer: (Activity Oulde- HIGE (used @aily); MEDIN iomﬁhd.eo
monthly); 10W (lesz than once monthly). )
Current Year (B) K L

After 1. Yr, B(® U After whet yeor does activity become XOW _3Bgd,
S. Could Record Series be stored in the State 10, Reocommended Retention;
Recorde Center,
s ® 7 5 years
. When: ASAP
Lle Inventory prepared by ; L Alden Detes _5/30/89
Print Beme) :

fele;wone Numbers _ (301) 328-7295

DGS-550~2 1/81
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IRPARDENT OF CGEMERAL SERVICES
Becords Management Division

. AGENCY REOORDS TNVEXTOKS Page lo.,
of L9

1. Department : 2. Divisior

, Financial Affairs
) . . 3. Omit
University of Maryland at Baltimore . Working Fund

L. Record Series and Title: (Def. 4 péup of records filed as & unit, used as & uvnit, and which
General Accou-.h{mg Recorn‘ie or disposed of as & wnit.)
Certificate of Deposit and Bank Deposit Slips

Deszription: (Oive a brief description ot & typical folder; include content, purpose, and
form name(s) and mmmber(s).

Approx 3" x 5" which are original copies of deposit slips transmltted to bank
bank and returned copies for working fund

Pnsent Volune on lhnd (No. o! ﬁle drnmrs) . L ta
Btate X7
6, Betimated Accumlltion (Tearly) Podersl [X7 Internel L7
1 Independent '

rnal

G Estimsted Activity per Pile Drawer: (Activity Ouide- HIGH (used daidly); MEDIWE (once/tarice
monthly)s 1OW (lese than opoe monthly). }

Current Yozr (D ¥ §

ifter 1. ¥r, E(® L Afier whst yoar Goes activity beooms IOV _Dxd.
§. Could Record Series be etored in ths State i0. Recormended Retention:

Records Center.

IB /LY W7 5 years
‘ When: ASAP
L. Inventory prepared by > T Allen Date: 5/30/89
Print Name)
Telephons Fumbers _ (301) 328-7295 ‘
DGS-550-4 1/81




1. Department : -j2. Division
_ Financial Affairs
University of Maryland at Baltimore 3. Tumit Working Fund

L. Record Series and Title: (Def. & g
: . group of records filed as & unit ed
may be transferred or dieposed of as & wnit.) » uoed 85 & unit, and which
General Accounting Records:

Working Fund Correspondence

Dercription: {(Qive e brief desc tion of & typicsl folder; incl purpo
T (8] ant et (e, rip 1~ 4] older; ude ocontent, se, and

Letter Size File
Supporting Misc. Correspondence Files
Document action taken on working fund operations for departments and schools

o187 By

Present Volume on Hand (. of c nrs .A 'u
6. 2 2 Biete X7
. Betimated Rccumuiation (Yearly) Pedersl /X7  glntermal [X
1 Indopendent

: RRL
B, Bstimated Activity per Pile Drewer; (Activity Ouide- HIGH (used dally); MEDIUK (once/twice
‘ Yoor B . monthly); 1OW (lese then once monthly). )

Lfter 1. ¥r, B L After what yoer does sctivity become LOVW _I=d.
S. Could Record Series bz stored in

e oore T the State 10. Recommended Retention:

LY O wLT 3 years
‘ When;: _ASAP
tl. Inventory prepared by
, Allen Detes _5/30/89
Print Kame)

Telepons ¥umber:  (301) 326-7295

DGS-550-4 1/81
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DEPARDMENT OF OGENXERAL SERVICES
Secords Nanagement Divisiorn
. ACENCY RECORDE INVENIOKY |
2 of Lo

1. Department o 2. Divigion
A ‘ Financial Affairs
. . . 30 Tndt
University of Maryland at Baltimore . Disbursements/Payroll

L. Record Series and Title: (Def., & nbw of records filed as & unit, used as & unit, and whict

be trane
General AccoG:g;ng Recorégfr" or disposed cf as & wnit,)

General Correspondence

Dercription: (Oive & brief description of a typical folder; include content, purpose, and
form name(s) and number(s).

Legal size folder '

Supporting memorandum's, backup documentation for operations from and to departments
and schools etc. For administration of payroll, travel and working fund

Document actibns taken on operations within our controls

card S )

BYADYO ™ . T

7. Avdit Requirements
Btate 57

Pederal Internsl X7
!nﬂqmﬂg'

Fresent olune on (o of file dnvau
2

6, Betimsted Accumuletion (Yeariy)
1

ﬁ rnal
E. Estimated Activity per Pile Drawer: (Activity Ouide- HIGH (used Gaily); MEDIK (once/arice
W v
 Your E %E monthly}; 10W (less than once monthly), )
L

After 1. Yr, B After uhst your Goee activity become LOW _2ad,

S, Could Record Series be sicred in the Stete 10. Rescommended Retention:
Recordes Center,

WL ® LT

Q v 3 yeare

Lle Inventory prepared by - en Dates _5/30/89
Print Bems) :

Telepone Number: _ (301) 328-7295

DGS-550-4 1/81
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PEPARDAERT OF GIMERAL EERVICES
Beoords Nenagement Divizion
. AGENCY RBOORDS IRVENTORY %;e Io_/.
2L or L0
"1. Department - 2. Division
_ Financial Affairs
s . . 3. Unmit
University of Maryland at Baltimore . Accounts Payable
L.

General Accou?lkt'v':'ing Recor:
B_atch Lists

Record Series and Title: (Def. & growp of records filed as & unit, used as & unit, and N
be transferred or disposed of as & unit,) ’ ’ e

Dercription: (Oive a brief Goaerlption”of s typicel folder; include oontent, purpose, and
form name(s) and mumber(s). ' ’ !

Contained in 8 x 11 letter size drop in folders.

Contents - duplicate copies of processed invoices and white colored remittance forms
for each vendor

Purpose - auditing - to retain a record of each batch (invoices) sent to Central
Administratioh.

e
Betimated Accmtﬂsuogwurlﬂ

o Je R T 1 R

17, Audit Requiremen
Btate 27

I::em ﬁ[ Internal X

Px’esen olun

file va_rs)

S.

:, ™mal
Ectimeted Activity per File Drewer: (Activity Ouide- HIOH (used wl!jﬁ(om7ﬁieo
> 1
Current Year B M monthly); 10W (1ess than once monthly). )

After 1. ¥r, B H After what yesr does ectivity become IOW _lst.

. 3 years
Yhen: ASAP A "L

Could Record Series be ptored in ths Stste 10. Rscommensed Retection:
Recorde Center,

=L L7

1.

Inventory prepared Y Alle Dete: _5/30/89
Print Keme) :

Telerhone Humber: _ (301) 328-7295

DGS-550-4 1/81
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1. Department

Financial Affairs

University of Maryland at Baltimore 3. Uumit Accounts Payable

L. Record Series and Title: (Def. & pbup of recorde filed as s unit, used as a unit, and which

" may be transferred
General Accounting Records: or disposed of &s & wait.)

STARS A30485 Vendor Payment Detail Report by Submitting Agency

Dercription: (Qive a brief desc tion of & typical folder; includ purpo
form name(s) and number(s). TP wr o ® content, o &nd

Contained in a 12" x 15" hanging folders

Content — Approx. 600 pages in alphabetical order with daily listing of vendors
paid and the associated check number.

Purpose — record in alphabetical order invoices processed for payment in Annapolis.
Form Name - State of Maryland - Vendor Payment Detail Report

Form Number - STAR A30485

Y h Bae )

R 2 SR

7. Aodit Requiremen
Btate OF

i!:eul I Interna) X

Fresent Volume on (o m ven
13

6, Betimated Accumulation (Yeariy)
13

, rnel
B, Estimated Activity per File Drewsr: (Activity Ouide- EIGH (uped @aily); MEDIUM ioWMeo
¢ Yeur B N monthly); 10W (lese thar once monthly). )

After 1. Yry B K After what year does sctivity decome IO¥W _1st.

Se Could Record Bsries be stored in
Soul ecors o the Btate 10. Recommended Retention:

S L w [T
' 3 years
Whens ASAP :

Ll. Inventory prepared 4y . e Dste: _5/30/89
im“g%.' Sy |
Telerhwne Fumber: (301) 328-7295 )

DGS-550-4 1/81




AGENCY RECORDS ' - ' |
e e o

1. Department : 2. Division
, Financial Affairs
. . . 3. Onit
University of Maryland at Baltimore . Accounts Payable

L. Record Series and Title: (Def. & g
: . group of records filed as & unit, used as a
may be transferred or &isposed of as & wnit,) ! unit, and which
General Accounting Records:
STARS A30499 Agency Vendor Payment Report

ecription: (Qive & brief desc tion—ot & 4cs) folder; includ t, purpo
form name(s) and oumber(s). rip b ™ ® contents bes and

Contained in a hanging folder approx. 12" x 15"

Content- approx 500 pages. Monthly listing in vendor Number Order of all invoices
paid to all Vendors within the run month

Form Name - State of Maryland - Agency Vendor Payment Report

Form Number - STARS A30499

5 DYSD IO Y

Preaen ol

e on Hand (Ko, of file drawers)

a 1. Audit uiremants
| Btate
6. Bstimeted Accumuistion (Yeariy) Muul% Internal X
12 Independent

tims ' mel
8, Es ted Activity per Pile Drewsr: {Activity Ouide- HIGH {used uil_;m%om/mce
Current Year B M (%) monthly); IOV (iese than once monthly). )

Areerl.rr,as After whati year doe¢ activity become YOW _l1st.
S« Could Recoxd Seriec bs stored in the
i cors e State 10, Recommendsd Retention:
™ LY W LT 3 years
‘ ¥hen; ASAP
Ll¢ Inventory prepared by Allen Dete: _5/30/8¢
Print EKame) -

Telep'one ¥umber: _ (301) 328-7295

DGS-550-4 1/81
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DEPARBERT OF GRMERAL SERVICES
Bscords Management Dvision
- - AGENCY RECORDE IFVERIORY - " ,
® - - et
1. Department - 2. Division

Financial Affairs

University of Maryland at Baltimore 3. Umdt Accounts Payable

L. Record Series and Title: (Def, 4 nbup of records filed ac & unit, used as & unit, and which

General Accoun ir?g? fransferred or disposed of as & unit.)
S.TARS A30401 Detail of Transactions Posted

Description: {(CGive & bdrief desc uon”of 2 typical
form pame(s) and nuaber(s), i tpical folder; include content, purpose, and

Contained in a hanging folder approx 12" x 15" 3"D Nommbiny
Content - approx 600 pages — Vendor Name , FID, Invoice Ameunt, Warrant#

Purpose - record of invoices processed for payment in Annapolis
Form Name - State of Maryland Detail of Transaction Posted
Form Number - STARS A30401

N o RTI AR

7. Aodit Requiremen
Btate OF

Pederal Internal X
Iﬁmﬁ

wre or Hand (o. o e duven)
3

6. Betimated Acmulntionl Yearly)

hoie:s U
Fresent Vol

; roal
B. Estimated Activity per Pile Drewsr: (Activity Ouide- KIGH (used Gaily); MEDIUM (once/tarice
monthly); 10% (lese than onoe monthly). )

Current Yezar E K
After 1, Yr, B K (3) After whet yosr does activity become IOV _lst.
S+ Could Record Series be stored
Pty in ths §ute 10, Recommended Retantion:
LY ® [T 3 years
® uo. ASAP "
Ll. Inventory prepared by len Destes _5/30/89
Print Eame)

Telephons Fumber; _ (301) 328-7295

DGS-550-4 1/81
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DEPARTMENT OF GENERAL SERVICES
Socords Hanagement Pivision '
- AGENCY RECORDS INVENIORY ‘ Page N
o - e

1. Department _ 2., Division
, Financial Affairs
3. Onit

University of Maryland at Baltimore Accounts Payable

L. Record Series and Pitle: (Def. 4 growp of records filed as & unit, used as & unit, and which

 may be
General Accountying Iggc‘(%fs. N or disposed of as & wnit,)

STARS Vendor Payments - Warrants and Reference

Dercription: (Give a brief description of & typical folder; include content, purpose, and
form name(s) and number(s).

Computer printout (usually several pages are received each week) listing warrant
and reference numbers to be used in tracking check numbers, etc.

ne

R&T -odas L -Dak )

Present Volume on (0. of file ra) . tt ts
| Btate X7
6, Bstimated Accumulation ﬁuﬂq) Federsl X7 Internsl 27
2 Indepandent
road
€, Estimated Activity per Pile Drewer: (Activity Ouide- HICH (used daily); MEDIUX (once/tarice
0 W .
¢ Yoar B X nthly)s 1OW (lese than once monthly). )
After 1, Yr, B M After whet year Gosc activity beoome XOW _lst.

S« Could Record Series be stored in the State 10. Recosmended Retention:
Recorde Center,

ST ® T
‘ 3 years
When: ASAP . -

. Inventory prepared by

Detes _5/30/80

(39}
Print Eene)
‘Telephobe Numbsr: _ (301) 328-7295

DGS-550-4 1/81
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1. Department

University of Maryland at Baltimore

s Divigion
Financial Affairs

A:. Onit

Accounts Payable

L. Record Series and Title: (Def.

General Accounting Records:

Daily dlg@ostlcs ADO10 Expense

4 pimp of records filed az & unit, used as & unit
may be transferred or disposed of &s @ wnit,) ’ » and which

Dercription:
form name(s) and muber(s).

Folder - approx 13" x 15" .
Content - computerized print out of daily transaction (keyed invoice batches)

Form Name - Daily Diagnostics
Form Number - ADO10

Present Volune onﬂl.nd (No.ot ﬁlc d.rtverc)
20

6. Bstimated Accumulation (Yearly)
12

(Oive & brief description of s typical folder; include ocontent, purpose, and

i 7, Audit Requirements
| Btate X7
. Pederal Internmal X
Ind
el

B, Estimeted Activity per File Drewer: (Activi

Current Yesr B ﬁ
After 1. Yr, B M (1)

Ouide- HIGH (used daily); MEDIIM (once/twrice

monthly)s I0W (less than enmce monthly).
After whet ysar Gose sctivity becomo IOV

Telep'one Numbers _ (301) 328-7295

9. Could Record Series be stored ir the State commendsd Retention
Recorde Center. 10, B = ‘
LY O® LT 3 years
‘ Whens ASAP
Ll. Inventory prepared by
. en Dete: _/30/86
Print Neme) :

DGS-550-4 1/81
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1. Depertment . 2. Division
Financial Affairs

University of Maryland at Baltimore 3. Undt Accounts Payéble

L. Record Series and Title: (Def. & growp of records filed as & unit, used as & unit, and which

General Accountylng Recorée or disposed of s & wit.)

J (_)urnal Vouchers

Dercription: (Give & brief description of e typicel folde
ript (59 and e rip o clder; include oontent, purpose, and

Folder - letter size - containing journal entries and supporting documentation
Form Name - JVXXXX

- Tyaniary ).
Pnsent Volune on Hand (No. ct file dnvera) [ 7. Lndit Roquimnta
6 2 Btete &7
. Betizated Accumulatiorn (learly) Pederal IXI interma) X
1 }  Independant
‘ el
B. Estimated Activity per Pile Drewsr: (Activity Ouide- EIOE (used daily); MEDIUM (once/taics
¢ Yoor E ! monthly); 10V (lese than onoce monthly).
hfter 1. Yr, B ¥ (L) After what yeer éoee activity becoms IOW _list.
S« Could Record Serise be stored in ths
oy State 10, Recommended Retention:
e A Y 3 years
‘ When: ASAP
Ll. Inventory prepared by en Pete: _5/30/89
Bame) :

‘Telephone Fumber; _ (301) 328-7295

DGS-550-4 1/81




1. Department _ - 2, Divisgion :
_ Financial Affairs
3. Unit

University of Maryland at Baltimore Accounts Payable

ke Record Series and Title: (Def. 4 growp of records filed as & unit, used ac & unit, and whict

be transferred
General Accou?lltying Recorc{s? : or &ieposed of 85 & wit,)

Delayed Payments

Deccription: (Give & brief description of
Torn name(8) and muEbOr(s). rip of 2 typical folder; include content, purpose, and

Folder - 12" x 15"

Content- Inhouse computer printout of delayed payments
Form Name - delayed payment report

Form Number - None

O 1L 2 <= SEDA TR L4 DYBDIOTS 1a . A Teadae ..o-.
Present Volume on Hand (No. of file drawers) |7. Audit Requirements
6. Betimeted . { | obed
. Accumulztion (Yearly) Fodersl X7 Internmal XV
1 Independont

: rnel g
8. Estimated Activity per Pile Drewer: (Activity Guide- HIGH (used dedly); MEDIUK (once/txice
Current Toor X monthly); 1OW (less than opss monthly). )

After 1. Ir, B K Afhrﬁstyoaréueuﬁvityheﬁem lst.

9. Could Record Series be stored
Bocords Center. in ths State 10, Recoxmended Retantion:
=Ly w7 3 years
. Whens ASAP

Ll. Inventory prepared by _

en Dates _5/30/89
Print Namse) :
Telerhcne Fuxber: (301) 328-7295

DGS-550-4 1/81
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DEPARDMERT OF (GEXERAL SERVICES
Bscords Management Division .
AGENCY FEOORDE TNVEXTORY m
. : _..ot.?/'_o-
~1. Departnent : 2. Division
, Financial Affairs
o . 3. Unit
University of Maryland at Baltimore . Accounts Payable

L. Record Series and Title: (Def. 4 growp of records filed as & unit, used as & unit, and which

mey be trensferred or disposed of as & wnit,)
General Accounting Records:

Complete Purchase Orders

Percription: (Give a brief description of & typical folder; include content, purpo
form name(s) and mumber(s). ’ ’ ", and

Folder - 8 x 11 )

Content - Purchase Order, change orders, receivers, invoices, in alphabetical vendor
name_order

High volume vendors are filed separately example:

A.J. Stationary, Sigma Chemical and VWR Scientific

——{Note: Use g separate invantory sheet for N

5. Present Volume on Hand (No. of f£ile drawers) | 7. Audit Requiremente
12 State X7

6, Retimsted Accumulstion (Yeeriy) Federsl Internsl X
5 !ndopamg‘

oAl
B. Estimeted Activity per Pile Drewsr: (Activity Ouide- EIOH (used deily); MEDIUK (once/taice
monthly); 1OV (lese than onoe monthly). )

Currunt Year E %@

After 1. Yr, B After what year Goes activity become 1OW _lst.
S. Could Record Seriee be gtored in the State 10. Recommended Retention:

Recorde Center,

LT W T 3 years
‘ When: ASAP
tle Inventory prepared by en Dete: _5/30/8
g 9
Print Name) '

‘Telephone Yumber: _ (301) 328-7235

DGS-550-4 1/81
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- AGENCY RECORDS IFVENIOKY
® ot
1. Department - 2. Division
, Financial Affairs
) . e 3. Unit
University of Maryland at Baltimore . Accounts Payable

be Record Series and Title: (Def. 4 growp of records filed as & unit, used ac & unit, and which

‘ be trencferrod
General Accou.r:tying Records: oo O disposed of as & wnit,)

Confirming Requisitions

Dercriptions (Give s brief desc tionwot s 1csl folder; includ tent, purps
form name(s) and number(e). P b g s ’ o and

Filed in 8 x 11 drop in folders
Content — confirming requisitions and invoices :
Purpose - to retain a record of invoices for $200.00 or less that have been

authorized for payment.

NO T ¢ Re REDETAYE DNYANLO Y . » Yo obas ‘--,-
Present Volume on Hand (No, of file drawers) |7, dvdit uirements
¢ 6 Btate &7
. Bstimeted Accumuiation (Yearly) Dedere) I/ Interns) X
4 Independent

rnal
B, Estimnted Activity per Pile Drewer: (Activity Ouide- HICH (used Gaily); MEDIDM (once/trice
monthly); 10W (less than once momthly). )

Current Year B @

hAfter 1. Yr, B H After whet year @oes activity bsvome IO¥W _l1st.
S. Could Record Series be stored in the
Potorde Cunten State 310, Recommended Retention:
™Y W LT 3 years
‘ When: ASAP
Ll. Inventory prepered hy Date: _35/30/89

(S8}
Print Keae)
Telep 0o Number: (301) 328-7295

DGS-550-4 1/81
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"1, Department

¢ Division )
o Financial Affairs
3. Unit

Accounts Payable

University of Maryland at Baltimore

L. Record Series and Title: (Def. & p(wp of rocords filed as & unit, used ac & unit, and which
be t.nnafgrud or @ieposed of as & wnit.)

General Acco-u.nytins Records:
Numerical Purchase Order Files

Description: (Give a brief description of & typicsl folder; include ocontent, purpose, and
form neme(s) and number(s).
8% x 11 letter size paper that is filed in numerical order

FY89 Purchase order begin with t_hf:__‘?;lpha letter A(effective Jan 89)
FY90 Purchase order begin with th€:Alpha letter B(effective July 1, 89)

S. Present olune on (o. o e nn ' 7. uimen
13 Btate 7
6, Batimsted Accumulation (Yeariy) Pedersl X7 Internal X
4 Independent
rmal
B, Extimeted Activity per File Drewer: (Activi Gnidoz HIGH (used Galiy); MEDIUK (once/twice
smopthly)s 1OW (less than once monthly).
Current Year H M 8 g >
hfter 1. ¥Ir, B K After vhat yoer does activity become 1OV _list.
9 Could Record Seriec be gtored in the State 10, Recommended Retention:
Recorde Center,
s LY w LT 3 years
Q v ASAP_
Ll. Xnventory prepared Yy Allen Pete: _5/30/89
Print Name)
‘Telephons Jumber: (301) 328-7295
DGS-550-4 1/81
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1. Department

University of Maryland at Baltimore

2. Division

, Financial Affairs
3. Unit Accounts Payable

L. Record Series and Title: (Def.

may be transferred or disposed of as & wnit,)

General Accounting Records:
Encumbrance Logs ADOLO

4 giow of recorde filed as & unit, used as & unit, and whict

Deccription: (Oive a brief description ot a typical folder; Snclude content, purpose, and

form name(s) and punber(s).

Looseleaf note book containing record of encumbrance batches sent to Data

Processing to be key punched.

(-3

C. Present Volume on Hand (No, of file dravers)
4

6, Betimated Accumnlation ﬁuﬂ:)
1

pAch Raccrd Saries

7+ Avgit Requirements

8tate X7 .
Pedsral I/ Internal L
Independent

)

mli
B, Estimzted Activity per Pile Drewer: (Activity Oudde- HIGH (used Geily); MEDIIM (once/twice
sonthly); 10V (less than once mnthl:’) );

Currant Yasr B ¥ (3
After 1, Yr, B 5

After what year does activity

become IOV _lst.

9. Could Record Ssries ht stored in
Do Conter. the State 10, Recommended Retention:
=LY w7 3 years
‘ When: ASAP
ils Inventory prepered by en Dete: _5/30/8C
Print Xeme)

‘Teleophons Fumber: _ (301) 328-7295

DGS-550-4 1/81




1. Department

University of Maryland at Baltimore

3.

Financial Affairs

Uit  Accounts Payable

General Accounting Records:
Encumbrance Print Out ADO10

L. Record Series and Title: (Def. 4 g
: . growp of records filed as & unit
msy be transferred or disposed of as & =nit,) » ueed 88 & mnit, and whic

form name(s) and pumber(s),
Filed in 12" x 15" drop file
Change Orders

Program Number - ADOLO

6. Betimsted Accumulation [Yearly)
3

————{Hote: Ds= & separate inveoiory aheet for aach Bacord Serdas
_ \
5. Present Volume on Bn:% (No, of file drawers) |} 7. Audit Requiremente

Dercription: (OGive & brief description of & typical folder; include content, purpose, and

Contains Computer printout of Key Punched encumbrances from Purchase Orders and

UM Accounting System Report — Daily diagnostics

Blate 7

t’:ﬂﬂ ﬁ Internal X

Current Year E ¥ (3)

™l
. Estimated Activity per Pile Drewsr: (Activity Ouide- HIGH (ueed @aily); MEDIDM (once/tardice
mopthly); I0F (less than once monthly). )

hfter 1. ¥r, B K () ifter whet w'm activity become IOW _lst.

Eecorde Center.
LT ®» LT

S. Could Record Seriec be stored in the State 10, Recomnanded Retention:

Telepons Fumber: _ (301) 328-7295

. 3 years
When: ASAP
L. Inventory prepared Wy : _Allen Dete: _5/30/89
Print Bsme) ‘

DGS-550-4 1/81




1. Departrment
o Financial Affairs

3. Unit

University of Maryland at Baltimore Financial Systems

L. Record Series and Titls: (Def. & g
s . growp of reocords filed as & unit, used as & wnit
may be tnnsggrnd or &isposed of as & wnit,) ’ » and which

General Accounting Recor
Financial Accounting System - Daily Diagnostic Reports - ADO10 through ADO97

Description: (Give a brief dcacrx.ption'ot & typical folder; include ocontent, purpo
form pame(s) and mumber(s), ' ! nes and

l/n

Printouts(computer) - 14%" x 11" - Daily cycle

Made up of 20 different reports - which make up the daily processing information an
cash posted, invoices paid and various transactions that have updated the various
cost centers on campus.

ADOO8 - thru ™ ADO53 covers whats been processed and posted to the accounting system
for that day.

Fresent Volume on Rand

No, of file drawers)

7. Auvdit Requirements

100 approx. Btate 7
6. Betimeted Accumulation (Jeeriy) Poderal [T/ Internal X
25 approx. Independent
4
E. Estimated Activity per Pile Drewer: (Activity Ouide- HIGH (used Gaily); MEDIUK (once/twice

% Yoer : monthly); 1OW (less than oboe monthly). )

After 1, Yr,

E(®

i

After what year does activity becoms IOW _2iri.

Tl ons Fumber:

L

S. Could Record Series be stored in the Sta
e o te 10. Recommended Rom:
LT W LT 3 years
. When: __ ASAP
tl. Ioventory prepered by AL
en Detes _5/30/890
Print Rame)

(301) 328-7295

DGS-550-4 1/81
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1, Department 'v 2, Divigion
Financial Affairs

University of Maryland at Baltimore 3. Unit Comptroller

General Accounl.}é rec‘oxr!.é‘sste""d or dieposed of as & wnit,)

General Correspondence

L. Record Series and Title: (Def. 4 grbup of records filed as & unit, used as & unit, and which

form name({z) and nuzber(s),
The General Correspondence files for the Comptroller include the following
information: : '

General Correspondence
Budget : 4
Year End Closing
Audit Information and Reports ,

Studies
Payroll and Requisitions/Purchase Orders for’ the Offlce

N

Description: (QGive & brief description of & typical folder; include content, purpose, and

Pneent Vol\me on B&nd (No. of n.u dnnn) 7. Andit Roquimnu
32 : Btate X7
Federal U Internal X

Independant

6, Bstimated Accumuistion (Ieariy)
8

: at Year @ M 3 monthly); 10W (less than once mnm,y)

' z-ml
B, Estimated Activity per Pile Drewer: (Activity Ouide- EICGH (used Geily); MEDIUM (once/trice

After 1. Yr, E(B) L &fter whst yoer doos sctivity become IOW Jisd..
S. Could Record Scries be stored
o e ortan ir the State 10, Reccmmended Retention:
™Y o LT 3 years
. When; ASAP
tl. Inventory prepared Yy 7, Allen Dete: _5/30/89
Print Bawe) :

Telw;wos Kumbers _ (301) 328-7295

DGS-550-4

1/81




